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October  15,  1976 

Mayor  and  City  Commission 
City  of  Oxford 
City  Hall 

Oxford,  North  Carolina  27565 

Attention:  Mr.  Hugh  T.  Ragland,  City  Manager 

Gentlemen : 

We  are  pleased  to  submit  the  Organization  and  Management  Study 
of  the  City  of  Oxford,  North  Carolina  in  accordance  with  our 
proposal  of  March  17,  1976,  for  which  the  City  retained  Lydens 
Associates . 

The  study  was  conducted  and  the  report  prepared  by  the  under- 
signed with  the  assistance  of  Philip  Ash,  Jr.,  Principal  Associ- 
ate (Police) ; Harry  Diezel,  Principal  Associate  (Fire) ; B.  L. 
McKenzie,  Principal  Associate  (Finance) ; and  Samuel  Spencer, 
Principal  Associate  (Public  Services).  Mrs.  Mary  Scott  Lydens, 
Administrative  Associate,  furnished  headquarters  support. 

We  would  like  to  express  our  appreciation  to  Hugh  T.  Ragland, 
City  Manager,  and  all  of  the  city  department  heads  for  the 
excellent  cooperation  extended  to  us  during  the  course  of  this 


study. 
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INTRODUCTION 


The  City  of  Oxford,  North  Carolina,  provides  the  normal  range  of 
services  to  the  public  for  a city  in  North  Carolina.  The  Mayor 
and  City  Commission,  upon  recommendation  of  the  City  Manager,  de- 
cided' that  a fresh  look  at  the  City's  organization  and  manage- 
ment was  needed  at  this  point  in  the  history  of  Oxford.  The  Mayor 
and  City  Commission  in  July  1976  asked  Lydens  Associates  to  conduct 
the  necessary  studies  and  produce  a report  document  recommending 
improvements  in  the  organization  and  management  of  the  City  with 
additional  emphasis  on  the  factors  of  image  of  the  City  and  impact 
of  the  possible  annexation. 


This  document  consists  of  a series  of  memoranda,  one  on  each 
primary  administrative  operation  in  the  City  of  Oxford.  Each 
memorandum  consists  of  brief  conclusions  followed  by  a set  of 
numbered  recommendations.  In  this  manner  the  City  Manager  and 
his  primary  subordinates  are  provided  with  a concise  working  tool 
document,  and  the  Mayor  and  City  Commission  with  a comprehensive 
set  of  memoranda  that  will  help  them  set  priorities  and  make  de- 
cisions . 


In  the  course  of  the  overall  study  Lydens  Associates  representa- 
tives talked  with  a cross-section  of  ten  citizens,  the  Mayor, 
members  of  the  City  Commission,  Chairman  of  the  Zoning  Commission, 
the  City  Manager,  the  Assistant  City  Manager,  and  all  of  the 
department  heads  to  gain  their  input  for  this  study.  They  also 
observed  the  operations  of  city  government  and  reviewed  a variety 
of  written  material  concerning  the  City.  Therefore,  the  memoranda 
which  follow  represent  a joint  effort  on  the  part  of  the  City  of 
Oxford  and  Lydens  Associates. 


The  memoranda  present  over  three  hundred  separate  short  range, 
intermediate  range,  and  long  range  recommendations  covering 
seven  areas  of  municipal  government.  Current  and  proposed  or- 
ganization charts  are  included  with  each  memorandum. 


Recommendations  in  the  memoranda  will,  when  implemented,  accomplish 
one  or  more  of  the  following: 

1.  Better  inform  the  citizens, 

2.  Improve  organizational  effectiveness, 

3.  Improve  management  capabilities, 

4.  Simplify  city  government, 

5.  Improve  the  manpower  effectiveness  in  the  organization. 
Save  the  City  money. 


and  6 . 
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The  administrative  staff  can  carry  out  some  of  the  recommenda- 
tions, while  others  will  need  the  approval  of  the  Mayor  and 
City  Commission  before  they  can  be  carried  out.  Many  of  the 
recommendations  will  require  meaningful  involvement  of  employees. 
All  the  recommendations  will  provide  the  City  of  Oxford  with  op- 
portunities for  more  effective  government. 


MEMORANDUM 


Date : 

To : 

From: 

Sub j ect : 


October,  1976 

Mayor  and  City  Commission,  City  of  Oxford,  North  Carolina 
Lydens  Associates 

City  Manager's  Office  Operations  - Memorandum  No.  1 


Conclusions 


The  City  Manager  has  a professional  attitude  in  the  perform- 
ance of  his  responsibilities.  He  understands  the  need  for 
professional  organization  and  management. 

There  are  opportunities  for  improvement  in  City  Commission  - 
City  Manager  relations. 

There  are  opportunities  for  improvement  to  internal  and 
external  communications. 

There  are  opportunities  for  improvements  to  the  existing 
budget  management  system. 

There  is  a need  for  the  establishment  of  a formal  personnel 
management  system. 

There  is  a need  for  the  reorganization  of  the  overall  city 
administrative  organization. 


Recommendations 


Commission  - Manager  Relations 

1.  That  the  number  of  City  Commission  Committees  be  reduced 
from  seven  to  a Committee  of  the  Whole,  such  a Committee  to 
meet  at  a designated  time  prior  to  the  regular  City  Commission 
meetings  to  discuss  all  items  on  the  City  Commission  meetings 
agenda.  No  decision  should  be  made  at  such  meetings,  which 
should  be  open  to  the  news  media  in  compliance  with  the  laws 

of  North  Carolina.  This  approach  would  assure  that  all  members 
of  the  City  Commission  would  have  responsible  input  into  each 
item  on  the  items  to  come  before  the  Commission;  reduce  the 
time  of  Commission  members,  the  City  Manager,  and  the  department 
heads  at  Committee  Meetings;  and  assist  the  City  Commission 
members,  the  City  Manager,  and  the  department  heads  in  being 
aware  of  all  the  programs,  activities,  and  problems  facing 
the  City.  As  an  interim  step  between  seven  City  Commission 
Committees  and  the  Committee  of  the  Whole,  the  City  Commission 
may  wish  to  consider  a three  Committee  stage,  the  three  Com- 
mittees to  be  Finance,  Public  Services,  and  Public  Safety. 

2.  That  the  City  Commission  Meeting  agenda  be  restyled  to 
improve  the  effectiveness  of  the  information  presented  to  the 
City  Commission  for  its  consideration. 


■ 
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2.  a.  The  order  of  business  should  be:  Roll  Call;  Public 
Hearings;  Individuals  or  delegations  wishing  to  appear 
before  the  City  Commission;  Ordinances;  Resolutions; 
Motions;  Adjournment. 

b.  Each  ordinance  and  resolution  agenda  item  should 
include  a cover  memorandum  with  recommendation  from  the 
appropriate  Commission  Committee,  City  Manager,  Planning 
Commission,  or  other  body  as  well  as  a copy  of  the 
proposed  ordinance  or  resolution. 

c.  Each  motion  item  on  the  Agenda  should  be  covered  by 
a separate  memorandum  with  recommendation. 

d.  Administrative  notes  should  not  be  part  of  the  Agenda. 

e.  Monthly  reports  should  not  be  part  of  the  Agenda. 

f.  A table  of  contents  cover  page  should  accompany  each 
Agenda . 

3.  That  each  individual  or  delegation  that  wishes  to  appear 
before  the  City  Commission  be  required  to  fill  out  a form 
giving  the  purpose  of  the  appearance  and  the  individuals  who 
will  be  speaking.  Such  form  should  be  required  to  be  turned 
in  a specific  number  of  days  prior  to  the  issuance  of  the 
Agenda  so  that  the  City  Manager  and  his  staff  may  investigate 
the  matters  at  issue  and  provide  the  City  Commission  with  such 
information  that  is  available  to  make  the  decision  making 
process  of  the  City  Commission  most  effective. 

4.  That  only  items  of  a nature  legally  required  to  be  decided 
upon  by  the  City  Commission  be  included  on  the  City  Commission 
Meeting  Agenda.  Administrative  items  should  be  handled  by  the 
City  Manager  and  his  administrative  staff.  This  will  make  the 
Commission  meetings  most  effective  and  provide  the  citizens 
with  decisions  on  administrative  matters  more  quickly. 

5.  That  the  information  now  contained  in  Administrative  Notes 
of  the  City  Manager  on  the  Commission  Agenda  be  transmitted  to 
the  City  Commission  via  a monthly  Newsletter  to  the  City  Com- 
mission, such  Newsletter  to  be  written  in  a concise  and  easily 
understood  style  similar  to  the  Kiplinger  Washington  Newsletter. 

6.  That  the  Monthly  Reports  to  the  City  Commission  be  re- 
styled for  a maximum  of  meaningful  information  in  a minimum 
amount  of  space  and  sent  to  the  members  of  the  City  Commission 
in  a package  separate  from  a City  Commission  Agenda  or  the 
City  Manager's  Newsletter  to  the  City  Commission. 

7.  That  matters  of  an  investigative  or  analytical  nature 
coming  to  the  attention  of  the  City  Commission  of  an  individual 
Commissioner  be  referred  to  the  City  Manager's  Office  as  soon 
as  possible  so  that  the  City  Manager  and  his  staff  may  make  a 
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thorough  study  of  the  matter  and  route  the  resulting  findings 
to  the  City  Commission  through  regular  City  Commission  Agenda 
procedures  or  the  City  Manager's  Newsletter  to  the  City  Com- 
mission. This  procedure  will  most  effectively  make  use  of  the 
time  of  the  Commissioners,  the  City  Manager,  and  the  admini- 
strative staff. 

8.  That  complaints  and  service  requests  received  by  individual 
Commissioners  be  immediately  referred  to  the  City  Manager's 
Office  for  investigation  and^ action,  thereby  providing  the 
citizens  of  Oxford  with  the  most  effective  service. 

9.  That  a Complaint/Service  Request  form  and  process  be 
devised  by  the  City  Manager's  Office  for  the  processing  of 
all  complaints  and  service  requests.  Such  a process  and  re- 
lated forms  should  assure  that  no  citizens ' complaints  or 
service  requests  will  be  overlooked  or  unduly  delayed  in  pro- 
cessing. A carbon  copy  tickler  system  should  be  included  in 
the  process  so  that  the  City  Manager's  Office  will  have  com- 
plete time  control  as  well  as  Complaint/Service  Request  loca- 
tion control.  Each  Complaint/Service  Request  should  be  acknow- 
ledged in  writing  if  it  can  not  be  handled  in  five  working 

days  or  less  with  an  estimated  time  for  resolution  of  the  matter. 
If  a Complaint/Service  Request  requires  a negative  reply, 
this  type  of  reply  should  be  accompanied  by  a clear  and  concise 
explanation.  (A  sample  copy  of  a Complaint/Service  Request 
Form  has  been  given  to  the  City  Manager.) 

10.  That  the  City  Commission  Agenda  preparation,  recording  of 
City  Commission  actions,  preparation  of  the  official  City 
Commission  Minutes,  maintenance  of  the  official  City  of  Oxford 
records,  and  the  attesting  to  official  records  be  transferred 
to  the  City  Manager's  Office;  that  the  title  of  City  Clerk, 
which  is  the  prime  use  for  the  aforementioned  duties  and  re- 
sponsibilities, be  transferred  to  the  City  Manager;  and  that 
his  two  secretaries  be  designated  Assistant  City  Clerks. 

11.  That  the  City  Manager  prepare  an  Elected  Officials 
Orientation  Manual,  such  publication  to  explain  City  Commission 
procedure,  the  organization  and  responsibilities  of  the  various 
departments  and  divisions  and  municipal  boards  and  commissions, 
the  budgetary  process,  and  such  other  information  about  the 
city  operation  that  would  assist  the  elected  officials  in  per- 
forming their  duties  in  the  most  effective  manner. 

12.  That  the  City  Manager  and  the  Mayor  meet  with  relevant 
federal  and  state  officials  to  orient  those  officials  to  the 
existing  status,  plans,  goals  and  objectives,  and  problems 
relative  to  the  City  of  Oxford  so  that  the  federal  and  state 
officials  will  have  the  best  possible  understanding  of  the 
City  of  Oxford  with  regard  to  both  its  present  and  future. 
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The  City  Manager's  Office  should  prepare  professional,  objective 
presentations  aimed. at  the  areas  of  responsibility  and  interest 
of  the  federal  and  state  officials.  This  recommendation  will 
take  much  time,  effort,  and  patience,  but  will  pay  off  in 
improved  state  and  federal  cooperation  and  assistance. 


13.  That  the  City  Commission  and  the  City  Manager  meet  with 
the  Granville  County  Commissioners  and  the  officials  who  are 
the  counterpart  of  the  City  Manager  on  a quarterly  basis  to 
discuss  areas  of  common  interest  and  to  keep  the  governing 
bodies  of  the  two  jurisdictions  abreast  of  what  each  is  doing 
and  of  the  problems  each  is  having  so -that  all  opportunities 
to  work  with  each  other  can  be  constantly  explored. 


14.  That  the  City  Commission  and  the  City  Manager  periodically 
discuss  the  need  for  all  the  lay  boards  and  commissions  that 
exist  as  part  of  the  city  organization  so  that  the  City  Com- 
mission may  determine  when  the  improved  effectiveness  of  city 
government  might  best  be  served  by  the  abolition,  consolidation, 
or  change  in  status  (i.e.,  from  quasi-administrative  to  advisory) 
of  these  lay  boards  and  commissions. 


15.  That  the  City  Commission  and  the  City  Manager  participate 
in  an  annual  City  Commission  Retreat  Seminar.  Such  a Retreat 
Seminar  should  last  for  at  least  one  day  made  up  of  at  least 
ten  working  hours.  A goal  of  two  days  with  at  least  twenty 
working  hours  should  be  reached  as  soon  as  possible.  The 
location  of  the  Retreat  Seminar  should  be  in  a quiet  setting 
far  enough  away  from  the  City  of  Oxford  so  that  all  participants 
could  concentrate  on  the  items  to  be  discussed  on  the  prepared 
program.  Subjects  of  the  seminars  might  be  goals  and  object- 
ives, council  - manager  relations,  federal  and  state  relations, 
regional  problems  and  Oxford's  relation  to  them,  City-County 
cooperation,  comprehensive  planning  review,  and  so  forth. 

Lydens  Associates  would  be  glad  to  work  with  the  City  on  the 
planning  and  implementation  of  such  a Retreat  Seminar. 


Communications 

16.  That  the  City  Manager's  Office  on  a tri-annual  basis 
coordinate  an  "open  house”  involving  all  city  departments. 

The  open  house  should  stress  action  displays  and  should  have 
a "fair-like"  environment  overlaying  the  information  purpose 
of  the  event.  Using  City  Hall,  the  Fire  Station,  and  the 
adjacent  parking  lot  complex,  each  department  should  attempt 
to  present,  in  imaginative  fashion,  an  action  or  participation 
type  display  designed  to  attract  people  who  ordinarily  have 
little  direct  contact  with  city  operations,  helping  them  to 
learn  about  city  operations  as  well  as  providing  them  with  a 

measure  of  entertainment. 


■ 
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17.  That  the  City  Manager’s  Office  periodically  hold  Informa- 
tion Night  programs  in  various  locations  (school  gymnasiums  and 
other  public  facilities  of  similar  nature)  in  the  City.  Such 
programs  should  consist  primarily  of  the  opportunity  for  citi- 
zens to  meet,  in  their  own  part  of  the  community,  with  admini- 
strative personnel  who  are  directly  responsible  for  providing 
services,  on  a one  to  one  basis.  At  such  meeting,  citizens 
who  may  be  reluctant  to  telephone,  write,  or  visit  City  Hall 
can  obtain  information,  make  suggestions,  or  register  complaints 
privately.  This  operation  should  actively  involve  the  Crime 
Prevention  (proposed  Community  Services)  Division  of  the 
Police  Department  as  co-sponsor  of  the  program  with  the  City 
Manager's  Office. 


18.  That  the  City  Manager  hold  periodic  coffee  hours  with 
two  to  five  community  and  neighborhood  leaders  to  explain  what 
the  City  has  accomplished  and  what  the  City  is  planning  to 
accomplish,  to  answer  questions  on  the  City's  activities,  and 
to  receive  input  information  from  the  community  and  neighbor- 
hood leaders . 


19.  That  the  City  Manager's  Office  publish  a loose-leaf 
"Administrative  Regulations  Manual"  that  is  a well  organized, 
easily  understood  collection  of  all  administrative  policies 
and  procedures  of  an  internal  nature,  such  as  safety  regula- 
tions, travel  regulations,  property  control  regulations,  ex- 
penditure control  regulations,  purchasing  regulations,  forms 
initiation,  and  so  forth.  This  manual  should  be  distributed 
to  supervisory  personnel  from  the  senior  foreman  level  on  up 
so  that  all  city  employees  will  have  an  opportunity  to  clearly 
understand  the  correct  rules  and  procedures  covered  in  the 
manual.  This  manual  should  be  so  written  as  to  eliminate  the 
employee's  fear  of  doing  things  wrong  and  his  lack  of  knowledge 
about  doing  things  correctly.  (A  loan  example  of  this  type  of 
publication  has  been  provided  the  City  Manager  by  Lydens  Associ- 
ates . ) 


20.  That  the  City  Manager’s  Office  arrange  for  periodic 
Senior  Staff  Retreat  Seminars.  These  Retreat  Seminars  should 
be  so  structured  that  time  is  provided  for  training  in  such 
areas  as  team  management  concepts,  acquaintance  with  multi- 
departmental  programs  and  problems,  labor-management  relations, 
discussion  of  long  term  goals  and  objectives,  improvement  of 
supervisory  and  management  capabilities,  and  orientation  to 
regional,  state,  and  federal  programs  involving  the  City  or 
which  could  invove  the  City.  Lydens  Associates  would  be  pleased 
to  assist  the  City  Manager's  Office  in  the  planning  and  imple- 
mentation of  such  seminars  which  should  be  held  away  from  the 
City  of  Oxford  and  last  at  least  for  one  ten  hour  period, 
preferably  on  a Saturday.  As  the  seminars  progress,  the  period 
of  the  program  should  be  increased  to  two  days. 
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21.  That  a program  of  cross-orientation  tours  for  existing 
employees  be  designed  and  implemented  by  the  City  Manager's 
Office.  This  program  would  be  beneficial  in  showing  each 
employee  how  he  or  she  fits  into  the  overall  organization 
whose  only  purpose  is  the  provision  of  the  most  effective 
service  possible  to  the  citizens. 


22.  That  the  City  Manager's  Office  establish  for  all  future 
new  employees  an  orientation  tour  of  all  city  operations  so 
that  each  new  employee  will  as  soon  as  possible  after  coming 
to  work  for  the  City  gain  an  understanding  of  what  all  the 
city  operations  are  about,  and  how  his  or  her  job  relates  to 
these  other  operations  and  the  overall  purpose  of  providing 
the  citizens  of  Oxford  with  the  most  effective  services  possible. 


23.  That  the  City  Manager’s  Office  prepare  public  information 
material  of  the  feature  type  for  use  by  news  media  representa- 
tives in  order  to  get  across  information  on  city  activities 
that  are  not  considered  hard  news  by  the  news  media  but  which 
the  news  media  would  be  able  to  use  at  their  convenience  and 
need . 


24.  That  the  City  Manager's  Office  develop  a policy  and  the 
capability  of  providing  the  news  media  with  timely  and  compre- 
hensive information  on  "hard  news"  so  that  the  news  media  will 
be  able  to  assist  the  City  Manager's  Office  in  keeping  the  public 
informed  of  what  is  going  on  in  city  government.  Far  too  often 
city  officials  assume  that  the  general  public  is  as  aware  of 
what  is  going  on  as  they  are.  The  lack  of  knowledge  on  the 
part  of  the  private  citizens  leads  to  misunderstandings,  rumors, 
doubts,  fears,  and  an  overall  lack  of  support.  In  this  day  of 
highly  complex  municipal  government,  it  is  necessary  that  the 
City  do  everything  possible  to  provide  the  citizens  of  the 
community  with  information  on  what  their  city  government  is 
doing. 


25.  That  the  City  Manager's  Office  publish  a "Welcome  to 
Oxford"  information  booklet  for  all  newcomers  to  Oxford. 

This  booklet  should,  through  a series  of  questions  and  answers, 
provide  the  newcomer  with  information  about  what  services  he 
may  expect  from  the  City,  the  manner  in  which  these  services  are 
provided,  and  how  to  obtain  services  not  automatically  provided. 
It  is  suggested  that  consideration  be  given  to  having  the 
booklet  distributed  by  the  Crime  Prevention  Division  of  the 
Police  Department.  (An  example  of  such  a booklet  has  been 
loaned  to  the  City  Manager  by  Lydens  Associates.) 


' 
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26.  That  the  City  Manager’s  Office  publish  a "Know  Your  City 
Government"  booklet  that  describes  the  municipal  organization 
and  operations,  including  the  Mayor  and  City  Commission,  the 
various  lay  boards  and  commissions,  the  City  Manager's  Office, 
and  the  various  departments.  This  booklet  should  be  distributed 
at  appropriate  speaking  engagements  of  city  officials  and 
employees  before  civic  organizations  and  school  classes,  made 
available  to  civics  and  government  teachers,  and  made  avail- 
able to  interested  citizens,  including  those  attending  City 
Commission  meetings.  (An  example  of  such  a booklet  has  been 
loaned  to  the  City  Manager  by  Lydens  Associates.) 


27.  That  the  City  Manager's  Office  publish  an  annual  report 
to  the  people.  Such  a report  should  include  the  accomplish- 
ments of  each  major  city  operation  for  the  prior  year  and  the 
anticipated  accomplishments  for  the  coming  year.  Such  informa- 
tion should  be  given  in  a clear,  concise  manner  with  high  use 
of  pictures  and  other  graphic  aids . Two  approaches  that  Oxford 
might  wish  to  consider  are  the  newspaper  supplement  and  the 
calendar.  Both  approaches  have  been  used  successfully  by 
various  cities  in  North  Carolina. 


28.  That  the  twice  monthly  Department  Head  Meetings  be 
reduced  to  one  which  is  held  for  one  hour  and  based  upon  a 
formal  agenda  of  relevant  items.  Such  a meeting  should  then 
be  followed  by  an  informal  "dutch  luncheon"  at  which  time  the 
various  department  heads  should  be  encouraged  to  talk  among 
themselves  about  the  agenda  items  and  related  matters.  Often- 
times the  formal  agenda  sparks  ideas  concerning  interdepart- 
mental cooperation  and/or  project  ventures. 


Budgeting 

29.  That  the  City  continue  to  use  for  budgetary  purposes 
the  municipal  chart  of  accounts  prepared  by  the  North  Carolina 
Local  Government  Commission,  but  adjust  the  chart  to  meet 
the  requirements  of  the  City  of  Oxford.  Account  titles  that 
best  give  a clear  picture  of  expenditures  without  any  unnneces- 
sary  explanation  and  that  will  allow  sound  budget  control  and 
accounting  practices  should  be  used.  The  review  should  be 
done  on  a continuing  basis  throughout  the  fiscal  year  with 
special  emphasis  being  given  during  budget  preparation  to  make 
sure  that  current  needs  of  the  City  are  being  met.  The  City 
Manager,  after  consulting  with  the  Finance  Director,  should  make 
the  final  decisions  on  these  matters. 


30.  That  the  design  of  the  City  Manager's  Budget  Proposal  be 
such  that  the  Mayor  and  City  Commission  can  use  it  as  the 
major  tool  for  adopting  the  Annual  Budget,  that  it  can  serve 
as  an  informative  document  for  the  public  and  the  news  media, 
that  it  can  serve  as  a managerial  document  for  the  City  Manager 
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and  other  top  administrative  staff,  and  that  it  can  serve 
as  an  employee  relations  document  that  will  help  interested 
employees  at  all  levels  understand  why  the  City  Manager  could 
not  recommend  all  the  budget  expenditure  requests  of  each 
department  and  division. 


31.  That  the  schedule  for  the  annual  budget  preparation  begin 
March  1 so  that  input  from  the  department  heads  may  be  prepared 
in  an  atmosphere  of  objectivity,  received  and  analyzed  by  the 
Ctiy  Manager  in  a normal  working  environment,  and  prevent  a 
time  crisis  for  the  department  heads  and  the  City  Manager. 

A suggested  calendar  follows. 

a.  February  15-March  1.  City  Manager’s  Office,  with 
relevant  assistance  from  the  Finance  Department 
(present  City  Clerk's  Office),  prepare  the  budget 
work  sheets  for  distribution  to  the  department  heads. 

b.  March  1.  City  Manager  distributes  budget  work  sheets, 
current  budget  preparation  instruction  manual,  and 
budget  calendar  including  deadlines  for  the  presenta- 
tion of  each  budget  activity  request  to  the  City 
Manager's  Office  for  initial  review.  Finance  Director 
researches  information  and  presents  preliminary 
revenue  estimates. 

c.  March  15-April  15.  City  Manager  makes  initial  review 
of  budget  requests  and  discusses  revenue  estimates 
prepared  by  the  Finance  Director  with  him. 

d.  April  16-April  30.  City  Manager  holds  budget  review 
conferences  with  department  heads,  discusses  his 
decisions  on  department  head  requests. 

e.  May  1-May  15.  City  Manager  drafts  the  proposed  budget 
and  writes  budget  letter  and  necessary  additional 
narrative  for  each  budget  activity. 

f.  May  16-May  31.  City  Manager's  Budget  Proposal  is 
typed,  duplicated,  and  bound. 

g.  June  1.  The  City  Manager  presents  his  Budget  Proposal 
to  the  City  Commission. 

h.  June  2-June  30.  The  City  Commission  reviews  the 
City  Manager's  Budget  Proposal  and  makes  what  changes 
it  desires. 

i.  June  30.  The  City  Commission  adopts  the  City  Budget. 


32.  That  the  City  Manager  limit  his  budget  letter  to  the 
City  Commission  to  an  overall  view  of  the  City  Manager's 
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Budget  Proposal.  It  should  include:  a brief  summary  of  the 
major  accomplishments  of  the  closing  fiscal  year,  a brief 
summary  of  major  problems  facing  the  City,  the  philosophy  of 
the  particular  Budget  Proposal,  the  principal  high  points  of 
the  Budget  Proposal  in  terms  of  revenues  and  expenditures  by 
fund,  a list  of  the  major  reasonable  department  requests  for 
expenditure  that  had  to  be  left  out  to  balance  the  Budget 
Proposal,  the  recommended  tax  rates  and  the  explanations  for 
them,  and  the  recommended  utilities  rates  (in  summary  form) . 
It  should  not  include  detailed  explanations  of  each  expendi- 
ture activity. 


33.  That  the  present  form  now  used  for  the  City  Manager's 
Budget  Proposal  not  be  used  for  this  document.  It  can  better 
be  used  as  the  recapitulation  sheet  for  each  activity  budget 
request.  It  should  be  backed  up  with  detail  sheets  on  per- 
sonnel and  capital  outlay  expenditures  as  well  as  meaningful 
justifications  for  each  object  account  request  on  the  sheet. 


34.  That  the  activity  expenditure  recapx.tulat.ion  sheets  used 
in  the  City  Manager's  Budget  Proposal  contain  only  the  follow- 
ing columns:  Actual  Expenditures  Last  Year,  Current  Year's 
Budget,  City  Manager's  Recommendations,  and  a blank  column  for 
the  City  Commissions ' s decisions.  This  will  make  the  City 
Commisions's  job  easier  and  clarify  the  budget  proposal  for 
all  persons  having  to  deal  with  it  as  a management  and/or 
information  tool. 


35.  That,  at  the  bottom  of  each  activity  expenditure  recapitu- 
lation sheet  in  the  City  Manager's  Budget  Proposal,  there  be  a 
concise  statement  as  to  the  purpose  of  the  activity  along  with 
any  definable  goals  and  objectives  for  the  coming  fiscal  year, 
and  brief  information  on  the  major  increase  or  decreases  in 
the  proposed  expenditures.  This  would  make  the  City  Commission's 
job  easier  and  clarify  the  budget  proposal  for  all  persons 
having  to  deal  with  it  as  a management  and/or  information  tool. 


36.  That,  where  applicable,  each  expenditure  activity  recapitu- 
lation sheet  be  supported  by  personnel  expenditure  and  capital 
outlay  expenditure  detail.  This  would  alleviate  the  need  to  try 
to  clarify  this  type  of  information  on  the  expenditure  activity 
recapitulation  sheet  itself  and  at  the  same  time  alleviate  the 
need  for  the  provision  of  additional  information  because  of 
questions  in  these  two  areas. 


37.  That  a capital  outlay  budget  extending  five  years  beyond 
the  annual  budget  under  consideration  be  considered  by  the 
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City  Commission  and  adopted  as  a formal  guide  for  future 
capital  outlay  expenditures,  along  with  each  annual  budget. 

The  five  year  capital  outlay  budget  would  require  that  the  Mayor 
and  City  Commission,  the  City  Manager,  and  the  department 
heads  plan  and  program  capital  outlays  in  keeping  with  city 
wide  and  departmental  goals  and  objectives  and  would  inform 
the  public  of  major  capital  expenditure  items  under  considera- 
tion on  a long  term  basis.  The  document  should  be  a joint 
effort  of  the  City  Manager's  Office  and  all  the  department 
heads.  There  should  be  a direct  relationship  between  this 
document  and  the  City's  formal  Long  Range  Capital  Improvements 
Plan. 


38.  That  projected  operational  expenditures  for  the  five  year 
capital  outlay  budget  discussed  in  the  previous  recommendation 
be  included,  considered,  and  adopted  along  with  that  budget. 
This  procedure  would  provide  a full  cost  picture  of  the  five 
year  capital  outlay  budget  projection  and  make  it  more  meaning- 
ful . 


Personnel 

39.  That  master  personnel  records  for  all  city  employees 
be  established  in  the  City  Manager's  Office,  and  that  each 
department  maintain  only  those  personnel  records  needed  in 
order  to  operate  effectively.  Decisions  on  what  departmental 
personnel  records  should  be  maintained  should  be  made  by  the 
City  Manager's  Office,  based  upon  information  provided  by  the 
department  heads.  Initially  all  department  personnel  records 
should  be  transferred  to  the  City  Manager's  Office  so  that  the 
best  start  possible  can  be  made  on  establishing  a complete 
personnel  record  for  each  city  employee.  The  employee  personnel 
records  should  include  all  documents  and/or  information  relating 
to  application,  selection,  all  types  of  examinations  given, 
classification,  salary,  all  types  of  leave,  training  and  educa- 
tion received,  clothing  and  equipment  issued,  employee  evalua- 
tion, work  related  recognitions  received,  and  anything  else 
deemed  to  be  necessary  by  the  City  Manager. 


40.  That  a formal  Position  Classification  Plan  be  established 
for  all  full-time  city  employees  other  than  the  City  Manager. 
Such  a Plan  should  include,  in  addition  to  position  class  de- 
scriptions covering  all  full-time  city  employees,  definitions 
of  uniform  terminology  used  in  the  position  class  descriptions 
and  information  on  the  use  and  administration  of  the  Position 
Classification  Plan  along  with  its  maintenance.  The  Position 
Classification  Plan  should  be  developed  according  to  the 
following  steps: 

a.  The  analysis  of  the  work  of  all  full-time  positions 
in  the  city  service. 
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b.  The  establishment  of  position  classes,  the  selection 

of  appropriate  class  titles,  and  preparation  of  written 
descriptions  of  the  work  and  requirements  of  each 
position  class. 

c.  The  assignment  of  individual  positions  to  the 
classes  established. 

Lydens  Associates  would  be  pleased  to  work  with  the  City  of 
Oxford  on  the  preparation  of  a Position  Classification  Plan. 

(A  copy  of  such  a Classification  Plan  has  been  loaned  to  the 
City  Manager.) 


41.  That  a formal  Salary  Plan  for  all  full-time  city  employees 
other  than  the  City  Manager  be  established.  Such  a Plan  should 
include  an  explanation  of  basis  for  the  plan;  the  method  of 
implementing  and  maintaining  the  Salary  Plan;  a schedule  of 
weekly,  monthly,  and  annual  salaries  by  salary  range;  a schedule 
of  monthly  salaries  by  position  class  title;  and  a schedule 
of  position  classes  by  salary  range.  The  following  factors 
should  be  included  in  the  establishment  of  the  Salary  Plan: 

a.  A review  of  the  North  Carolina  League  of  Municipalities 
publication  North  Carolina  Municipal  Salaries,  Wages 
and  Fringe  Benefits  in  Cities  5,000  to  20,000  Popula- 

tion (latest  edition) . 

b.  A review  of  any  relevant  existing  published  material 
on  salaries  paid  in  the  private  sector  in  the  Oxford 
area. 

c.  A review  of  the  existing  de  facto  salary  schedule  for 
the  City  of  Oxford. 

d.  A review  of  the  existing  interrelationships  of  salary 
range  assignments  to  existing  de  facto  position  classes 
of  city  employees. 

e.  The  organizational  structure  of  the  City  of  Oxford. 

Lydens  Associates  would  be  pleased  to  work  with  the  City  of 
Oxford  on  the  preparation  of  a Salary  Plan.  (A  copy  of  such 
a Salary  Plan  has  been  loaned  to  the  City  Manager.) 


42.  That  a formal  personnel  ordinance  of  a comprehensive  nature 
be  adopted  by  the  City  Commission  of  Oxford,  upon  recommenda- 
tion of  the  City  Manager.  Such  an  ordinance  shouldinclude 
sections  on:  recruitment,  selection,  promotion,  classification 
plan  administration,  salary  plan  administration,  holidays, 
sick  leave,  vacation  leave,  education  leave,  jury  leave, 
armed  services  leave,  training  and  education  policy,  insurance, 
retirement,  employee  evaluation,  employee  counseling,  suspension, 
demotion,  dismissal,  transfer,  oral  and  written  disciplinary 
statements,  nepotism,  individual  and  group  grievance  procedures, 
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political  activity,  and  affirmative  action.  Lydens  Associates 
would  be  pleased  to  work  with  the  City  of  Oxford  on  such  an 
ordinance.  (A  copy,  of  a personnel  ordinance  has  been  loaned 
to  the  City  Manager  by  Lydens  Associates.) 


43.  That  the  City  Commission  go  on  record  with  regard  for 
the  need  of  a comprehensive  personnel  management  system  for  the 
City  of  Oxford.  Such  a system  should  involve  recruitment, 
selection,  promotion  procedure,  classification  plan  administra- 
tion, salary  plan  administration,  fringe  benefits  program  admini- 
stration, employee  development  administration  (evaluation, 
training  and  education,  and  counseling) , safety  program  ad- 
ministration, employee  relations  administration,  and  Affirmative 
Action  Plan  administration.  With  the  high  percentage  of  each 
annual  budget  devoted  to  personal  services  costs,  it  is 
paramount  that  the  City  recognize  the  need  for  a sound  and 
comprehensive  personnel  management  system  that  will  allow  each 
personal  services  budget  dollar  to  be  spent  in  the  most  effective 
manner  possible. 


44.  That  a selection  procedure  for  each  applicable  position 
class  be  established,  drawing  upon  the  proper  combination  of 
aptitude  testing,  intelligence  testing,  background  check, 
skills  testing,  physical  examination,  physical  agilities  ex- 
amination, psychological  examination,  and  oral  interview. 

By  implementing  this  recommendation,  the  City  could  assure 
itself  of  getting  the  most  competent  employees  from  applicants 
interested  in  working  for  the  City  and  help  itself  prevent 
problems  that  could  arise  after  the  employee  is  on  a permanent 
status . 


45.  That  a promotional  procedure  for  each  applicable  employee 
class  be  established  drawing  upon  the  proper  combination  of 
the  relevant  components  in  recommendation  no.  44.  This 
recommendation,  properly  implemented,  will  go  a long  way  towards 
promoting  employees  who  are  the  best  qualified.  To  have  an 
effective  organization,  each  employee  needs  to  be  the  best 
possible  person  for  the  particular  position  classification  he 
or  she  is  in. 


46.  That,  after  adoption  of  a Position  Classification  Plan, 
the  City  Manager's  Office  review  each  class  description  at 
least  once  every  two  years  so  that  the  classification  plan 
will  remain  accurate.  If  legislative  or  administrative  decisions 
result  in  such  actions  as  the  addition  or  deletion  of  position 
classes,  the  Plan  should  be  amended  as  soon  as  possible  there- 
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after.  The  month  and  year  of  each  revision  should  be  noted 
on  each  revision. 


47.  That  the  City  Manager's  Office  review  the  formal  Salary 
Plan  of  the  City  each  year  as  soon  as  possible  after  the  be- 
ginning of  the  calendar  year  so  that  objective  recommenda-:- . 
tions  can  be  made  to  the  City  Commission  regarding  amendments 
to  the  salary  plan  in  the  City  Manager's  Budget  Proposal. 


48.  That  the  City  Manager's  Office  review  the  City's  fringe 
benefit  program  components  each  year  as  soon  as  possible 
after  the  beginning  of  the  calendar  year  so  that  objective 
recommendations  can  be  made  to  the  City  Commission  regarding 
amendments  to  the  fringe  benefits  portion  of  the  Personnel 
Ordinance  in  the  City  Manager's  Budget  Proposal. 


49.  That  a comprehensive  Personnel  Action  Request  Form  that 
will  cover  all  personnel  actions  be  designed  so  that  each 
employee's  master  file  will  carry  complete  and  concise  records 
of  all  official  personnel  transactions  (appointments,  probationary 
increases,  merit  increases,  promotions,  demotions,  transfers, 
disciplinary  actions,  separation,  and  so  forth).  (An  example 
of  this  form  has  been  provided  the  City  Manager.) 


50.  That  the  merit  system  concept  be  officially  adopted  by 
the  City  as  the  method  for  all  salary  increases  given  within 
the  assigned  pay  range,  and  that  the  criterion  of  above 
standard  performance  be  used  for  the  purpose  of  determining 
the  awarding  of  a merit  increase.  This  recommendation  relates 
directly  to  those  below  involving  the  Employee  Evaluation 
concept. 


51.  That  longevity  as  a factor  should  be  considered  in  the 
overall  compensation  program,  but  separately  from  the  official 
Salary  Plan.  Longevity  compensation  should  be  provided  for 
all  employees  with  a specific  number  of  years  service  (at 
least  seven)  and  should  be  based  upon  the  total  number  of  years 
served  and  the  annual  base  pay  received  (a  percentage  of  the 
annual  base  salary  multiplied  by  the  number  of  years  served) . 
The  longevity  compensation  should  be  paid  in  one  lump  sum  with 
the  first  pay  check  in  December.  The  longevity  pay  concept 
recognizes  and  rewards  loyal  service  as  separate  from  above 
standard  service  in  the  merit  system  concept  and  is  a factor 
in  retaining  good  longtime  employees,  especially  those  who  have 
reached  their  top  career  ladder  rung. 


52.  That  the  City  Manager's  Office  establish  a Personal  De- 
velopment Program  for  all  city  employees,  such  a program  to 
consist  of  an  Employee  Evaluation  Component,  an  Employee 

Training  and  Education  Component,  and  an  Employee  Counseling 
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Component . 


53.  That  the  City  Manager's  Office  base  the  Employee  Evalua- 
tion Component  of  -the  Personnel  Development  Program  upon  the 
careful>  objective  evaluation  of  the  individual  employee's 
performance  and  personal  traits  as  they  relate  to  his  position 
class  description  and  individual  position  duties  in  the  city 
organization.  (Such  a component  is  included  as  Appendix  A 
of  this  report.)  In  the  implementation  of  this  component, 
each  designated  supervisor/evaluator  would  be  continually 
evaluating  subordinates  and  would  make  written  notes  as 
necessary  to  help  him  or  her  at  the  time  of  the  semi-annual 
evaluations  of  subordinates,  based  upon  the  individual  em- 
ployee's entry  date  as  a base  point.  The  supervisor/evaluator 
should  discuss  the  evaluation  with  the  employee  in  a construc- 
tive manner,  pointing  out  the  employee's  strong  points  as  well 
as  those  on  which  work  is  needed  to  bring  the  employee  up  to 
the  standard  or  higher  level  for  his  particular  position  and 
position  class.  The  supervisor/evaluator  should  also  counsel 
with  the  employee  on  what  training  and  education  and/or  pro- 
fessional counseling  the  employee  should  consider.  The  City 
Manager's  Office  should  be  available  for  assistance  as  necessary 
in  these  discussions.  After  the  employee  review  session  has 
been  completed  and  the  employee  has  had  an  opportunity  to  note 
any  comment  he  wishes  to  make,  the  evaluation  should  be  for- 
warded to  the  City  Manager's  Office  for  review  and  for  assistance 
as  needed  in  the  design  of  an  individual  training  and  education 
program,  the  design  of  organizational  training  and  education 
programs,  the  arrangement  for  any  professional  counseling  needs, 
and  then  filed  in  the  individual  employee's  official  personnel 
file. 


54.  That  the  purpose  of  the  Employee  Evaluation  Component 
(determination  of  need  for  employee  training  and  education  and 
employee  counseling,  and  determination  of  merit  increase  award) 
along  with  the  procedures  to  be  used  should  be  thoroughly  ex- 
plained to  all  employees  through  orientation  sessions  by  the 
City  Manager's  Office  before  the  evaluation  component  is 
implemented. 


55.  That  the  supervisors/  evaluators  who  will  be  doing  the 
evaluation  be  throughly  trained  in  the  proper  methods  of 
evaluation  and  discussing  the  evaluations  with  the  employees 
before  the  evaluation  component  is  implemented.  This  action 
should  be  the  responsibility  of  the  City  Manager's  Office. 


56.  That  the  City  Manager's  Office,  as  part  of  the  Personnel 
Development  Program,  establish  a Counseling  Component  to 
complement  the  Employee  Evaluation  Component.  Counseling  should 
be  primarily  for  work  related  problems,  but  it  should  also 
extend  if  necessary  to  personal  or  family  problems.  Counseling 
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services  should  include  the  services  of  the  City  Manager's 
Office  and  the  employees ' department  heads  as  well  as  specialists 
outside  the  municipal  government.  Prior  to  any  counseling  by 
supervisors/evaluators , the  City  Manager's  Office  should  have 
a counseling  training  program  conducted. 


57.  That  the  City  Manager's  Office,  as  part  of  the  Personnel 
Development  Program,  establish  a comprehensive  Training  and 
Education  Component  for  all  departments . This  component  should 
be  based  upon  the  needs  of  the  individual  employees  as  determined 
by  the  analysis  of  their  files  and  the  needs  of  the  departments 
and  the  City  as  a whole  in  the  provision  of  more  effective 
services  jto  the  public.  The  component  should  be  supported  by 
the  inclusion  of  the  necessary  funds  in  the  annual  budgets  of 
the  City.  The  Training  and  Education  Component  should  utilize 
internal  expertise;  the  facilities  and  talent  of  local  private 
enterprise;  the  local  school  system;  the  Technical  Institute; 
educational  programs  of  the  state  university  system;  seminars 
and  conferences  offered  by  the  State,  the  North  Carolina  League 
of  Municipalities,  state  and  national  professional  associations, 
and  so  forth;  correspondence  courses;  and  familiarization  tours 
in  other  cities  having  expertise  needed  by  the  City  of  Oxford 
and  its  employees. 


58.  That  the  City  Manager's  Office  expand  the  existing  City 
employee  library  by  planned  expansion  of  the  purchase  of  needed 
books  and  by  subscription  to  necessary  magazines.  Employees 
should  be  actively  encouraged  to  check  the  books  out.  Maga- 
zines should  be  routed  to  the  relevant  employees  who  would  sign 
off  after  reviewing  them  and  pass  them  on.  Until  such  time 
as  space  is  available,  the  books  may  be  kept  in  separate  con- 
venient locations,  but  the  City  Manager's  Office  should  maintain 
the  master  file  of  the  books  and  keep  track  of  who  has  which 
book . 


59.  That  the  City  Manager  encourage  all  department  heads  to 
affiliate  with  their  professional  organizations  at  the  state 
level,  and  further  encourage  selected  department  heads  for 
affiliation  with  their  professional  organizations  at  the 
national  level.  The  department  heads  should  be  encouraged  to 
attend  and  participate  in  meetings  of  these  organizations  and 
to  participate  in  the  other  activities  of  these  organizations 
that  would  be  beneficial  to  the  City.  This  recommendation 
should  be  supported  with  reasonable  budgetary  funds. 


60.  That  the  City  Manager's  Office  plan  and  implement  a 
comprehensive  employee  relations  program  that  would  include, 
but  not  be  limited  to,  two-way  communications  with  the 
employees,  the  monitoring  of  working  conditions,  the  active 
search  for  individual  and  group  type  grievances , and  the  con- 
ducting of  an  annual  employee  attitude  survey.  From  these 
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components,  the  City  Manager's  Office  should  carefully  evalu- 
ate the  results  and  in  turn  provide  the  necessary  information 
for  the  employees,  take  necessary  administrative  action,  and/or 
recommend  policy  changes  to  the  City  Commission. 


61-  That  the  City  Manager's  Office  provide  training  in 
disciplinary  action  policy  and  procedure  for  all  supervisory 
personnel  so  that  they  carry  out  such  action  legally,  positively, 
and  objectively.  Any  disciplinary  action  should  be  based  on 
documented  evidence,  and  the  action  itself  should  be  properly 
documented  to  avoid  technical  reversal  by  higher  administrative 
or  judicial  authorities.  This  recommendation  should  be  carried 
out  as  far  as  possible  in  the  immediate  future  based  upon 
existing  legislative  and  administrative  policy  concerning 
disciplinary  action.  As  soon  as  the  proposed  personnel  ordi- 
nance is  adopted  by  the  City  Commission,  the  policy  reflected 
in  that  ordinance  should  be  implemented. 


62.  That  the  Mayor  and  the  City  Manager  work  with  relevant 
Granville  County  officials  to  ;explore  the  possibility  of 
setting  up  a joint  City-County  Personnel  Department  to  carry 
out  a comprehensive  personnel  management  system  for  both 
jurisdictions . 


Administration 

63.  That  the  administrative  organization  responsible  to  the 
City  Manager's  Office  consist  of  the  following  departments: 
Finance,  Community  Development,  Police,  Fire,  Public  Services, 
and  Recreation.  Present  and  proposed  organization  charts 
of  the  City  follow  this  memorandum. 


64.  That  the  position  of  Administrative  Assistant  be  estab- 
lished in  the  City  Manager's  Office.  The  person  filling  this 
position  would  be  responsible  for  establishment  and  implementa- 
tion of  the  Personnel  Management  System;  preparation  and  ad- 
ministration of  the  various  internal  and  communications  ac- 
tivities mentioned  earlier  in  this  Memorandum;  for  helping  the 
City  Manager  with  the  preparation  of  the  City  Manager's  Budget 
Proposal  and  budget  control  and  reports;  for  coordination  and 
control  of  service  requests  and  complaints;  for  preparation  of 
mini-management  studies  for  the  City  Manager;  and  for  such 
other  assignments  from  the  City  Manager  that  will  assist  in 
making  city  services  more  effective.  This  person  .could  be 
recruited  from  the  ranks  of  newly  graduated  public  administration 
masters  degree  graduates  from  the  various  North  Carolina  uni- 
versities . 


65.  That  the  City  Commission  initiate  action  to  amend  the 
City  Charter  so  that  the  Fire  Chief  is  appointed  by,  can  be 
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removed  by,  and  will  be  under  the  direction  of  the  City  Manager. 
The  present  arrangement  makes  it  difficult,  if  not  impossible, 
for  the  City  Manager  to  be  capable  of  and  responsible  for  the 
effective  operation  of  the  Fire  Department  and  the  integration 
of  its  operations  with  the  other  city  departments.  An  alterna- 
tive to  amending  the  City  Charter  as  recommended  above  would  be 
the  deletion  of  the  relevant  section  in  the  Charter  completely 
and  insertion  of  a section  in  the  City  Code  establishing  the 
recommended  relation  between  the  City  Manager  and  the  Fire 
Chief.  The  majority  of  Council-Manager  cities  in  North  Caro- 
lina have  the  Fire  Chief  directly  subordinate  to  the  City 
Manager. 


66.  That  the  City  Commission  initiate  action  to  amend  the  City 
Charter  so  that  the  Police  Chief  is  appointed  by,  can  be  re- 
moved by,  and  will  be  under  the  direction  of  the  City  Manager. 
The  present  arrangement  makes  it  difficult,  if  not  impossible, 
for  the  City  Manager  to  be  capable  of  and  responsible  for  the 
effective  operation  of  the  Police  Department  and  the  integra- 
tion of  its  operation  with  the  other  city  departments.  An 
alternative  to  amending  the  City  Charter  as  recommended  above 
would  be  the  deletion  of  the  subject  section  in  the  City 
Charter  completely  and  the  insertion  of  a section  in  the  City 
Code  establishing  the  recommended  relation  between  the  City 
Manager  and  the  Police  Chief.  The  majority  of  Council-Manager 
cities  in  North  Carolina  have  the  Police  Chief  directly  sub- 
ordinate to  the  City  Manager. 


67.  That  the  position  of  Finance  Director  be  established  and 
all  fiscal  operations  be  brought  under  his  jurisdiction  in  a 
manner  in  keeping  with  sound  contemporary  municipal  organization 
and  management,  and  that  the  Finance  Director  be  appointed  by 
and  under  the  direction  of  the  City  Manager.  This  recommenda- 
tion and  its  implications  will  be  elaborated  on  in  the  Memorandum 
on  the  Finance  Department  (Memorandum  No.  3) . 


68.  That  the  position  of  Community  Development  Director  be 
established  and  all  planning,  code  enforcement,  publish  housing, 
and  other  community  development  activities  be  brought  under 
his  jurisdiction,  and  that  the  Community  Development  Director 
be  appointed  by  and  under  the  direction  of  the  City  Manager. 

This  recommendation  and  its  implications  will  be  elaborated  on 
in  the  Memorandum  on  the  Community  Development  Department  (Memo- 
randum No.  2) . 


69.  That  the  position  of  Public  Services  Director  be  estab- 
lished and  that  all  engineering,  streets,  refuse  collection 
contract,  water  and  wastewater,  buildings  and  grounds,  and  garage 
services  be  brought  under  his  jurisdiction  in  keeping  with  sound 
contemporary  municipal  organization  and  management,  and  that 
the  Public  Services  Director  be  appointed  by  and  under  the 
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direction  of  the  City  Manager.  This  recommendation  and  its 
implications  will  be  elaborated  on  in  the  Memorandum  on  the 
Public  Services  Department  (Memorandum  No.  6). 


70.  That  the  City  Manager  register  for  the  next  Advanced 
Management  Training  Program  offered  by  the  International  City 
Management  Association.  The  City  Manager  has  the  experience 
in  the  field,  and  this  program  will  be  beneficial  to  him  in 
a manner  that  will  allow  him  to  do  a more  effective  job  for 
the  City  of  Oxford. 


o 

p 


c 

o 

P 

g 

N 

•H  V£> 

G r-» 
G cr> 

?J>rH 

P 

O P 
0 

P -9 
G g 
0 0 

m P 

0 04 

P <u 
fl4  w 


< 

z 

H 

PJ 

o 

03 

05 

P 

< 

0 

CJ 

G 

" ■ 

0 

w 

s 

•H 

• 

Eh 

03 

p 

05 

T3  03 

0 

O 

G *H 

t7»  Q) 

Z 

G g 

G 0 

£ 

G -H 

* 

P 0 

G P 

Q 

0 u 

2 P 

05 

X 

O 

O 

g p 

X 

fa 

S 0 

P 

X 

•H 

o 

•V 

u 

p 

04 

G 

o 

0 

CQ 

X 

Eh 

JH 

p 

U 

G 

g 

p 

03  G 

G O 

•r—i  *H 

T3  03 

G < >i  01 

O P -H 
•H^'H  g 
03  0 P g 
03  0 0 

•H'O  O U 
g P P 
£ Id  3 G 

o o < o 

U « *H 

Cr»P 
O'  G G 
G G -H 
H *H  CO 
G G P 
0 0 0 


G 

03 

O 

G 

•H 

-P  O 

P 

O -H 

G 

G P 

P 

P G 

•H 

P P 

G 

G 0 

G 

0 CU 

WOO 

G 

P 

0 

G 

-p 

nj 

0 

•H 

0 

c 

0 

r— 1 

P 

g 

G 

-P 

.o 

G 

P 

P 

G 0 

•H 

0 

P 

03 

•H  P 0 

03 

P 

G 

•H 

0 -H  jG 

G 

0 

a 

03 

04  h P 

0 

0 

0 

03 

-a 

04 

05 

a 

< 

G 0 X 

03 

UG  JQ 

0 

0 

XP 

P 

jg 

P G3 

p 

p-d  0 

03 

G G g 

•H 

■ 

p 

0 

0 G P 

C 

G 

w 

03  -H 

P 

c 

0 

r— 1 

0 < P 

0 

•r* 

g 

G 

PGP 

P 

V 

P 

04  0 G 

O 

u 

P 

P 

03 

•H 

0 

•f 

0 

G 

•H 

03  03  03 

P 

E 

P 

a. 

•H  03  *H 

•H 

£ 

G 

0 

P 

•H 

Q 

C 

Z Q 

0 

P g G 

• 

u 

0 

0 g 0 

G 

G 

•H  0 *H 

OG 

c 

•H 

•GUP 

•HO 

c 

tT>  P CJ 


U WH  *r 


p 

G 

0 

X 

0 

03P 

G 

03 

C7> 

0 

P 

rH 

•H  G 

(T 

0 

G 

0 

•H 

0 

g0 

c 

g 

X c 

•H 

O 

gP 

( 

r 

p 

P 

P 

G 

rH 

03 

00 

C 

0 

P 

•H 

Z 

0 

0 

- 

CJ  0 

c 

0 

G 

O 

04 

.G 

P 

05 

0 

p 

04 

X 

P 

0 

X 

p 

0 

0 

p 

0 

•H 

p 0 

< 

w 

a 

x: 

•H 

X! 

XG 

•H  i-C 

r 

Eh 

o 

Eh 

J2 

o 

CJ  Eh 

P 

G 

0 

g 

P 

P 

0 

G 

p 

04 

•H 

0 

04 

a 

CQ 

0 

P 

O 

z 


c 

o 

•H 

4- > 

03 

N 

•H 

c 

03 

Civo 

5- i  r- 

O 


TJ 

03 

03 

O 


U 

<u 

.Q 


a O 
O -P 
5-1  O 
P»  O 


z 


H 

G1 

§ 

< 

o 


Eh 

O 

z 


Q 

O 

Ed 

X 

o 

Ed 

O 


Jh 

H 


u 


w 

c 

o 

m -h 

TJ  03 

Sh  03 
03  »H 
O £ 
03  £ 
O 
5-)  CJ 
03 

JS  T3 
4J  G 
O 03 


cn 

5h 

03 

G 

0 

•H 

03 

T3 

03 

G 

•H 

03 

s 

£ 

5h 

0 

0 

CJ 

>i 

03 

u-i 

2 

0 

T3 

5h 

fd 

0 

03 

G 

0 

•H 

03 

4J 

03 

G 

•H 

03 

£ 

£ 

£ 

-P 

O r"* 

03 

CJ  r- 

G 

o> 

G *n 

0 *0 

5-1 

•H  O *■ 

03  4-> 

03  (H 

03  MH  -H 

•H 

•H  0 5H 

> > 

£ O rO  5-4 

£ T3  ,G  < 03 

0 5h  4-> 

G 

CJ  03  G 

G G 

O < 

O 03 

CGC3 

•H  f*3 

G CT>  4-1  ' 

•H  CJi  G 

03 

G G -H 

03 

G -H  03 

5h 

03  G G 

O 

r— 1 0 O 

03 

pj  CS3  K 

G5 

j Department | (Department!  (Department 


MEMORANDUM 


Date: 

To: 

From: 
Subject : 


October ,.  19  76 

Mayor  and  City  Commission,  City  of  Oxford,  North  Carolina 
Lydens  Associates 

Community  Development  Department  - Memorandum  No.  2 


Conclusions 


There  is  a need  to  clearly  define  the  total  community  develop- 
ment operation  of  the  City  of  Oxford. 

There  is  a need  to  upgrade  the  existing  planning  management 
system  in  relation  to  existing  planning  components  and  the 
development  of  additional  planning  components . 


Recommendations 


1.  That  a Community  Development  Department  be  established  and 
that  the  Executive  Director  of  the  Oxford  Housing  Authority 
be  given  the  additional  title  of  Community  Development  Director 
for  the  City  and  be  assigned  the  following  responsibilities: 
implementation  of  the  Community  Development  Act  programs ; 
planning;  building,  plumbing,  and  electrical  inspection; 
minimum  housing  code  enforcement;  and  public  housing.  The 
Community  Development  Director  should  be  appointed  and  removed  • 
by  the  City  Manager  and  under  his  direction.  Organization  charts 
of  the  present  Community  Development  Activities  and  proposed 
Community  Development  Department  follow  this  memorandum. 


2.  That  the  personnel  now  involved  in  construction  codes  en- 
forcement and  minimum  housing  code  enforcement  report  to  the 
Community  Development  Director. 


3.  That  a policy  whereby  the  City  enters  into  a full  opera- 
tional-full cost  reimbursement  services  contract  with  the 
Oxford  Housing  Authority  be  actively  pursued  thereby  eliminating 
any  confusion  of  Housing  Authority  employees  working  for  two 
different  agencies,  i.e.,  the  City  and  the  Housing  Authority. 
This  would  require  an  allocation  of  time  by  the  Mayor  and  City 
Commission,  the  Housing  Authority  Executive  Director,  and  the 
City  Manager  in  negotiating  the  approval  of  such  a contract 
agreement  with  the  state  and  regional  offices  of  the  United 
States  Department  of  Housing  and  Urban  Development. 


4.  That,  as  an  alternative  to  recommendation  no.  3,  the  City 
Commission  assume  the  role  of  the  Housing  Authority.  This  is 
an  approach  legal  in  North  Carolina  and  acceptable  to  the 
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United  States  Department  of  Housing  and  Urban  Development. 

This  approach  would  also  eliminate  any  confusion  of  employees 
working  for  two  separate  government  agencies  and  would  have 
the  added  advantage  of  more  easily  coordinating  the  affairs 
of  the  two  governmental  agencies  now  involved  in  local  community 
development  activities. 


5.  That  the  City  Manager's  Office  continue  to  lend  its 
support  to  overall  Community  Development  program  activities 
through  the  assistance  of  the  City  Manager  and  the  Assistant 
City  Manager/Public  Services  Director. 


6.  That  the  City  Manager  work  closely  with  the  Community 
Development  Director  in  assisting  him  in  gaining  professional 
expertise  in  those  areas  assigned  to  the  Community  Develop- 
ment Department  that  he  does  not  now  have.  The  resources  of 
the  Institute  of  Government,  the  North  Carolina  Department  of 
Natural  and  Economic  Resources,  nearby  municipalities  in  the 
state  that  have  a sound  integrated  Community  Development  Program, 
and  the  state  and  national  levels  of  professional  organizations 
that  are  involved  with  one  or  more  components  of  the  Community 
Development  Department  should  be  utilized  for  this  purpose. 


7.  That,  when  appropriate,  the  Community  Development  Director 
be  given  the  additional  responsibility  for  coordinating  and 
preparing  all  grant  applications  to  the  state  and  federal 
governments  under  the  direction  of  the  City  Manager.  There  is 
a direct  relation  between  grant  administration  and  the  other 
activities  of  the  Community  Development  Department,  especially 
with  regard  to  the  information  required  in  the  grant  applica- 
tions . 


8.  That  the  existing  Zoning  Commission  be  retitled  Planning 
Commission  to  better  reflect  its  full  responsibility  for  all 
aspects  of  planning  rather  than  for  zoning  matters  only. 
Furthermore,  that  the  commission  now  called  the  Planning 
Commission  be  retitled  the  Industrial  Development  Commission  to 
more  accurately  reflect  its  responsibilities . 


9.  That  the ^Community  Development  Director,  under  the  direction 
of  the  City  Manager,  be  responsible  for  designing  and  administer- 
ing a Goals  and  Objectives  Seminar  in  the _ overall _ area  of 
Community  Development  for  the  Mayor  and  City  Commission,  Plan- 
ning Commission,  City  Manager's  Office,  and  the  department 
heads . The  total  area  of  community  development  having  been 
put  into  flux  by  the  federal  governmentrin  the  last  few  years 
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makes  it  necessary  for  all  responsible  municipal  government 
officials  and  key  administrative  personnel  to  be  as  totally 
aware  of  how  they  can  best  harness  available  resources  to 
meet  the  community  development  needs  of  the  municipality.  In 
order  to  do  this,  the  needs  must  be  identified.  A Goals  and 
Objectives  Seminar  is  a sound  approach  to  identifying  and  assign- 
ing  priorities  to  community  development  needs.  Lydens  Associates 
would  be  pleased  to  work  with  the  City  of  Oxford  in  designing 
and  implementing  such  a seminar.  After  the  initial  seminar 
updating,  seminars  should  be  held  annually. 


10.  That  the  City  arrange  with  the  North  Carolina  Department 
of  Natural  and  Economic  Resources  or  a private  sector  consultant 
to  work  with  it  in  updating  its  Population  and  Economy  Study. 
This  is  a vital  document  in  community  development  activities 
and  should  always  be  as  up  to  date  as  possible.  Once  it  is 
initially  brought  up  to  date,  it  should  be  so  maintained  on  an 
annual  basis.  This  should  be  done  by  internal  staff  of  the 
Community  Development  Department  and  the  City  Manager’s  Office 
with  outside  help  when  needed. 


11.  That  the  City  arrange  with  the  North  Carolina  Department 
of  Natural  and  Economic  Resources  or  a private  sector  consultant 
to  work  with  it  on  updating  its  Land  Use  Study  and  Land  Use 
Development  Plan.  Like  the  other  major  components  of  the 
City's  Comprehensive  Plant,  this  component  is  vital  to  the 
sound  community  development  of  Oxford.  This  component  should 
also  be  updated  annually  by  the  internal  staff  so  that  the 
latest  objective  information  is  available  to  the  City  Commission, 
Planning  Commission,  City  Manager's  Office,  and  senior  ad- 
ministrative staff  when  decisions  of  a community  development 
nature  are  required. 


12.  That  the  City  arrange  with  the  North  Carolina  Department 
of  Natural  and  Economic  Resources  or  a private  sector  consult- 
ant to  prepare  for  the  consideration  of  the  Planning  Commission 
and  the  City  Commission  a Community  Facilities  Plan.  This 
comprehensive  planning  component  would  deal  with  the  existing 
and  needed  additions  or  replacements  to  such  items  as  public 
buildings  (City  Hall,  police  building,  fire  station,  and  so 
forth);  parks  and  playgrounds;  schools;  water  and  sewerage 
systems  lines,  pumping  stations,  treatment  facilities,  and 
reservoirs;  and  so  forth. 


13.  • That  the  City,  with  its  internal  staff  and  with  whatever 
assistance  might  be  needed  fromihe  State  or  a private  sector 
consultant,  prepare  for  the  consideration  of  the  Planning  Com- 
mission and  the  City  Commission  a Long  Range  Capital  Improve- 
ments Plan  and  Budget.  This  comprehensive  planning  component 
would  deal  with  the  major  capital  improvement  needs  (buildings. 
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roads,  water  and  sewerage  system  components,  parks,  playgrounds, 
equipment,  and  so  forth) , both  from  an  additional  need  and  a 
replacement  need  viewpoint.  It  would  project  these  needs  over 
the  next  fifteen  years  with  the  first  five  being  in  detail  and 
the  latter  ten  being  in  general  context.  Each  year  this  plan 
and  budget  would  be  updated  so  that  the  community  would  always 
have  a long  range  objective  concept  of  what  capital  costs  were 
on  the  horizon.  The  annual  revision  should  be  accomplished  by 
the  internal  staff.  Implementation  of  this  recommendation  would 
help  assure  that  organization  and  individual  employee  effective- 
ness would  not  be  lessened  by  inadequate  capital  facilities  or 
equipment.  At  the  same  time,  peaks  and  valleys  in  capital 
budgeting  needs  would  not  create  erratic  activity  budgets --ex- 
penditure levels. 


14.  That,  while  the  City  Manager  and  the  Community  Develop- 
ment Director  would  have  primary  responsibility  for  the  intial 
preparation  and  annual  revision  proposals  for  the  Long  Range 
Capital  Improvements  Plan  and  Budget  (along  with  the  chief 
fiscal  officer  for  revenue  projection  information  input) , 
all  department  heads  should  become  involved  so  as  to  orient 
them  to  the  need  for  sound  budgeting  of  capital  items  and  the 
costs  involved. 


15.  That  the  City  arrange  with  the  North  Carolina  Department 
of  Transportation  to  work  with  it  in  updating  its  Major  Tho- 
roughfare Plan.  Like  the  other  major  components  of  the  City's 
Comprehensive  Plan,  this  component  is  vital  to  the  sound  com- 
munity development  of  Oxford. 


16.  That  social  planning  become  a responsibility  of  the  Com- 
munity Development  Department.  Physical  and  fiscal  planning, 
while  very  important,  have  a tendency  to  be  somewhat  sterile 
without  complementary  planning  of  a social  nature.  Besides 
the  use  of  internal  staff,  resources  of  the  Council  of  Govern- 
ments should  be  tapped  along  with  those  of  the  State. 


17.  That  a positive  preventive  approach  to  minimum  housing 
code  enforcement  be  entered  into  whereby  a definite  program  for 
inspecting  all  dwellings  within  the  City  in  a specific  period 
of  time  is  prepared,  implemented,  and  adhered  to,  such  a pro- 
gram to  be  designed  by  the  Community  Development  Director  with 
the  assistance  of  the  Minimum  Housing  Code  Inspector  and  with 
the  approval  of  the  City  Manager. 


This  memorandum  relates  closely  to  the  Memorandum  on 
the  City  Manager's  Office  - No.  1 and  to  the  Memorandum 
on  the  Finance  Department  Operations  -No.  3. 
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MEMORANDUM 


Date: 

To : 

From: 

Slab  ject : 


October  1976 

Mayor  and  City  Commission,  City  of  Oxford,  North  Carolina 
Lydens  Associates 

Finance  Department  Operations  - Memorandum  No.  3 


Conclusions 

There  is  a need  to  centralize  fiscal  operations  under  a Finance 
Director  who  is  appointed  by  and  reports  to  the  City  Manager. 

There  is  a need  to  explore  the  use  of  automatic  data  processing 
applications  to  the  activities  of  the  Finance  Department. 

There  is  a need  to  improve  fiscal  management  for  the  City  of 
Oxford. 


Recommendations 


General 

1.  That  a Finance  Department  be  established  to  handle  the 
fiscal  activities  of  the  City  such  as  billing,  collections, 
accounts  and  contracts  payable,  accounts  receivable,  payroll, 
accounting,  purchasing,  warehousing,  property  control,  invest- 
ments, and  financial  reporting.  The  Finance  Department  should 
also  assist  the  City  Manager's  Office  as  requested  with  budget 
preparation  and  budget  control.  Organization  charts  of  the 
present  and  proposed  organization  follow  this  memorandum. 


2.  That  the  City  Commission  record  keeping  and  recording 
responsibilities  of  the  City  Clerk's  Office  be  transferred  to 
the  City  Manager's  Office. 


3.  That  the  position  of  Finance  Director  be  established  and 
given  the  authority  for  full  direction  of  the  subordinate 
staff  and  responsibility  for  all  fiscal  activities  of  the 
City  of  Oxford. 


4.  That  the  Director  explore  with  the  other  department  heads 
of  the  City  the  possible  sound  use  of  automatic  data  processing 
for  improved  management  applications  to  the  advantage  of  the 
individual  department,  and/or  the  Finance  Department,  and/or 
the  City  as  a whole.  A written  report  should  be  made  to  the 
City  Manager  on  this  subject  and  should  include  the  sound  uses 
that  could  be  accomplished  with  ADP  equipment,  what  applications 
should  be  done  in  house  with  a mini-computer,  or  by  a service 
bureau  with  an  in— house  terminal,  and  what  the  implementation 
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schedule  should  be.  The  Director  should  visit  other  local 
government  units  in  North  Carolina  that  have  been  successful 
in  a multi-use  approach  to  ADP,  not  only  for  the  Finance 
Operation,  but  in  budget  administration,  general  management,  and 
functional  management  assistance  for  the  other  departmental 
operations . 


5.  That  the  City  Manager  and  the  Finance  Director  meet  with  the 
relevant  county  officials  for  the  purpose  of  exploring  the 
possible  establishment  of  a joint  use  ADP  operations  facility. 

In  doing  this  the  study  of  procedures  that  would  assure  that 
all  agencies  involved  (City,  County,  and  schools)  receive  the 
service  they  need  when  they  need  it  should  be  heavily  stressed. 
The  lack  of  this  has  been  the  primary  downfall  of  many  joint  ADP 
operations . 


6.  That  the  City  Manager,  with  the  approval  of  the  Mayor  and 
City  Commission,  explore  with  the  Executive  Director  of  the 
Council  of  Governments  the  concept  of  the  Council  of  Governments 
staff  supplying  ADP  services  to  those  member  agencies  that  would 
be  interested  in  such  a service  on  a fee  basis.  In  essence 
the  COG  would  act  as  a service  bureau,  with  each  governmental 
unit  subscribing  to  the  service  utilizing  one  or  more  remote 
terminals  for  input  and  retrieval  of  information. 


7.  That  a Goals  and  Objectives  Report  should  be  submitted  to 
the  City  Manager  on  the  recommendations  of  this  memorandum  and 
any  other  improvements  conceived  by  the  Director  so  that  a 
positive  program  of  progress  may  be  accomplished.  Such  a 
report  should  be  submitted  each  year  as  soon  as  possible  after 
the  beginning  of  the  calendar  year  for  the  following  fiscal  year 
and  should  be  used  as  one  of  the  foundation  stones  for  the 
Department's  budget  requests. 


8.  That  the  vault  combination  in  the  Finance  Department  be 
changed  immediately  since  three  former  city  employees  know 
the  existing  combination,  and  that  it  be  changed  each  time 
a member  of  the  Finance  Department  is  separated  from  city 
employment . 


9.  That  the  title  of  City  Treasurer  be  given  to  the  Finance 
Director  in  order  to  simplify  the  internal  organization  of  the 
Finance  Department. 


10  That  the  Director  become  a national  and  state  member  of 
the  Municipal  Finance  Officers ’ Association  and  participate  in 

their  activities . 
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11.  That  the  Director  work  with  the  City  Manager  in  designing 
timely  and  accurate  budgetary  and  fiscal  management  reports 
that  provide  meaningful,  concise  information  for  the  City 
Commission,  the  City  Manager,  and  the  department  heads. 


12.  That,  based  upon  meaningful  and  timely  budgetary  manage- 
ment reports , the  department  heads  be  held  primarily  account- 
able for  the  budgetary  control  of  the  expenditure  activity 
budgets  each  is  responsible  for  and,  at  the  same  time,  for 
achieving  the  authorized  level  of  service  and  completion  of 
budgeted  projects. 


13.  That  the  Director  work  with  the  City  Manager  and  such 
other  staff  as  necessary  in  preparing  statistical,  economic, 
administrative,  and  fiscal  management  reports  for  the  review  of 
commercial  bond  rating  services,  the  North  Carolina  Local 
Government  Commission,  and  area  financial  institutions  inter- 
ested in  investing  in  municipal  bonds  prior  to  the  next  time 
the  sale  of  bonds  is  considered  in  order  to  assure  the  highest 
bond  rating  possible  and  the  best  interest  rate  on  bond  sales. 


14.  That  the  Director  work  toward  the  City's  earning  a 
Certificate  of  Conformance  from  the  Municipal  Finance  Officers 
Association  for  the  purposes  of  ascertaining  that  the  City  is 
doing  satisfactory  financial  reporting  and  thereby  possibly 
securing  a better  rating  from  the  commercial  bond  rating  agencies 
and  possibly  a more  favorable  interest  rate  on  future  bond 
issues . 


Accounting 

15.  That  the  Director  work  with  the  City  Manager  on  the 
continuing  effort  to  design  a chart  of  accounts  based  upon 
the  suggested  code  promulgated  by  the  North  Carolina  Local 
Government  Commission,  but  tailored  to  meet  the  needs  of  the 
City  of  Oxford,  so  that  it  is  the  most  effective  possible  from 
the  aspects  of  budgeting  and  accounting . 


16 .  That  the  Director  meet  with  the  relevant  department  and 
division  heads  to  work  out  an  inter-unit  billing  system  covering 
work  done  by  one  department  or  division  for  another.  This  can  be 
done  by  the  head  of  the  first  department  or  division  writing  a 
memorandum  to  the  Finance  Director,  with  a copy  to  the  second 
department  or  division  head,  showing  which  accounts  are  to  be 
charged  and  which  accounts  are  to  be  relieved.  A standard  form 
could  be  designed  by  the  Finance  Director  for  use  by  the  various 

departments . 


17. 


That  the  Director  work  with  the  relevant  department  heads 
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to ^establish  an  outside  service  reimbursement  procedure.  When 
a department  does  work  for  which  the  City  is  to  be  reimbursed, 
an  Outside  Service  Charge  form,  to  be  designed  by  the  Director, 
should  be  filled  out  by  the  department  head  responsible  for  the 
work  listing  all  labor,  equipment,  supplies,  and  materials 
costs  plus  a factor  for  overhead  costs,  and  forwarded  to  the 
Finance  Director . The  Director  would  then  see  that  the  proper 
account  receivable  file  is  established  and  that  a statement  is 
sent  to  the  proper  party.  Outside  service  work  by  the  City 
should  be  held  to  a minimum,  with  the  outside  client  being  re- 
quired to  make  a down  payment  prior  to  work  starting  and  agree- 
ing  to  pay  for  such  services  within  thirty  days  after  prompt 
killing  by  the  City.  Revenue  received  should  be  posted  to  a 
revenue  account  in  keeping  with  the  General  Statutes  and  the 
intent  of  the  North  Carolina  Local  Government  Commission. 


18.  That  the  Director  work  with  the  relevant  city  employees 
to  establish  a method  whereby  the  costs  of  ail  vehicle 
operation  and  maintenance  charges  be  charged  to  the  individual 
city  vehicle.  Gasoline  charges  should  be  kept  through  an  in- 
dividual vehicle  key  controlled  gasoline  dispensing  recorder 
placed  on  each  gasoline  pump  mechanism.  Other  automotive  supplies 
and  materials  used,  along  with  labor  costs  by  city  employees, 
should  be  noted  on  a properly  filled  out  City  Vehicle  Charge 
Ticket  and  forwarded  to  the  Finance  Director  for  posting  by  the 
proper  subordinate.  Work  done  at  service  stations  and  garages 
should  be  taken  off  the  monthly  invoices  received  from  such 
establishments.  The  information  accumulated  on  each  vehicle 
should  be  forwarded  to  the  proper  department  head  on  a monthly 
basis  for  information  and  management  analysis  purposes. 
Periodically  the  City  Manager's  Office  should  discuss  vehicle 
operation  and  maintenance  costs  with  each  department  head. 


19.  That,  upon  the  establishment  and  implementation  of  a 
centralized  purchasing  system,  expenditure  accounting  be 
accomplished  on  an  encumbrance  basis  as  required  by  the  General 
Statutes.  With  the  properly  designed  and  operated  automatic 
data  processing  equipment  as  discussed  above,  this  can  be 
accomplished,  thereby  providing  more  timely  and  reliable 
fiscal  information  and  effective  budget  controls. 


20.  That  the  Director  work  with  the  Recreation  Director  to 
design  a system  of  accounting  for  all  Recreation  Department 
revenues  and  expenditures.  The  existing  bank  account  kept 
by  the  Recreation  Department  should  be  closed  and  the  monies 
turned  over  to  the  Finance  Director  for  proper  accounting  of 
and  handling  of  such  monies.  This  procedure  will  improve  the 
fiscal  management  of  municipal  funds  and  relieve  the  Recreation 
Director  of  responsibilities  more  properly  those  of  the  Finance 
Director  and  his  subordinates. 
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21..  That  the  Director  analyze  all  legal  investments  oppor- 
tunities  for  temporarily  idle  funds  to  explore  the  possi- 
bilities °f  improving  on  the  existing  investment  program. 


22.  That  the  Director  ascertain  that  all  applicable  discounts 
from  vendors  are  being  taken.  The  City's  purchase  order  form 
should  ask  that  any  terms  related  to  cash  discounts  be  provided 
on  the  invoice. 


23.  That  the  present  policy  of  the  City  Clerk  and  the  City 
Treasurer  signing  non-payroll  checks  be  discontinued,  and  that 
the  review  and  signatures  (actual  by  at  least  one  party)  of 
the  Director  and  the  City  Manager  be  substituted.  In  the 
absence  of  one  or  the  other,  the  review  and  signature  of  the 
Assistant  City  Manager  and  one  person  in  the  Finance  Department 
designated  by  the  Finance  Director  should  be  authorized. 


24.  That  the  "weekly  payroll"  be  merged  with  the  "bi-weekly 
payroll"  to  simplify  procedure  and  to  clear  any  confusion  that 
may  arise  concerning  the  distinction.  After  combining,  the 
payroll  should  be  split  in  half  and  one-half  implemented  each 
week,  thereby  eliminating  peaks  in  the  payroll  schedule  and 
and  allowing  more  effective  payroll  administration  and  its 
application  to  effective  automatic  data  processing  procedures. 


25.  That  sound  written  travel  policies  and  procedures  be 
established,  and  that  city  employees  who  travel  be  informed 
of  the  policies  and  procedures  through  the  Administrative 
Regulations  Manual.  There  should  be  a standard  form  for 
reporting  travel  advances  and  subsequent  adjustments.  A 
sample  form  and  procedures  have  been  provided  to  the  City 
Manager's  Office. 


26.  That,  while  depositing  the  revenue  received  on  a daily 
basis  and  daily  reconciliation  between  receipts-. and  revenue  is 
sound  fiscal  procedure,  the  crediting  of  collections  to  a single 
account  each  day  but  disbursing  the  credits  to  the  specifically 
authorized  accounts  only  twice  a month  is  not.  Revenues  received 
should  be  disbursed  to  their  proper  accounts  on  a daily  basis 
for  sound  fiscal  management  and  control  purposes . 


27.  That,  while  the  posting  of  subsidiary  ledgers  on  a daily 
basis  is  sound  fiscal  policy,  the  posting  of  general  ledger 
accounts  on  a twice  a month  basis  is  not.  General  Ledger 
Accounting  should  be  done  on  a daily  basis. 


28.  That  the  City  Commission  instruct  the  annual  outside 
auditor  to  authorize  the  Finance  Director  to  post  to  the 
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general  ledger  accounts  in  the  budget  for  the  new  fiscal  year 
as  soon  as  possible  after  the  beginning  of  the  fiscal  year. 

The  present  practice  of  delaying  the  posting  until  the  annual 
outside  auditor  is  through  with  the  preceding  year's  general 
ledger,  which  may  take  several  months,  is  unsound  fiscal  prac- 
tice. Any  adjustments  that  the  auditor  determines  need  to  be 
made  can  be  made  when  he  is  finished  with  the  general  ledger. 


29.  That  a firm,  uniform,  workable  policy  for  the  accurate 
determination  of  the  amount  due  an  employee  who  comes  to  work 
or  leaves  work  during  the  midst  of  a formal  pay  period  be  made 
by  the  Finance  Director.  The  problems  created  at  present  when 
these  conditions  arise  create  unsound  management  conditions  and 
poor  utilization  of  manpower. 


30.  That  the  Finance  Director  and  the  Public  Services  Director 
(present  City  Engineer)  devise  a mutually  acceptable  procedure 
for  the  accurate  and  simple  recording  of  expenditures  meeting 
Powell  Bill  Street  Aid  Act  requirements.  The  present  method 
whereby  the  expenditures  are  determined  by  the  City  Clerk  “V:: 
at  the  end  of  the  fiscal  year  is  not  satisfactory. 


Purchasing  and  Property  Control 

31.  That  the  concept  of  centralized  purchasing  be  adopted  and 
implemented.  The  Finance  Director  should  also  act  as  Purchasing 
Supervisor,  with  operating  assistance  for  various  aspects  of 
centralized  purchasing  assigned  to  one  or  more  employees  in  the 
Finance  Department  as  best  fits  the  needs  of  the  City.  At 
some  time  in  the  future,  the  responsibility  of  Purchasing  Super- 
visor could  be  separated  from  that  of  Finance  Director. 


32.  That  written  Purchasing  Regulations  be  prepared  by  the 
Finance  Director,  approved  by  the  City  Manager,  published  and 
distributed  to  all  relevant  city  employees,  either  as  a separate 
document  or  as  a chapter  in  the  recommended  Administrative  Regu- 
lations Manual  (see  Memorandum  No.  1) • A copy  oi  sample  pur- 
chasing regulations  has  been  loaned  to  the  City  Manager. 


33  That  the  present  Purchasing  Agent  be  transferred  to  the 
Finance  Department,  under  the  direction  of  the  Finance  Director, 
and  become  the  Buyer/Storekeeper/Property  Control  Officer  for 
the  City  of  Oxford.  His  primary  work  station  should  be  in  the 

Finance  Department  Office. 


34  That  the  present  Purchase  Order  forms  be  taken  up  from  all 
persons  having^ them  other  than  the  present  Purchasing  Agent  as 
soon  as  the  central  purchasing  system  is  put  into  effect.  In 
their  place  Purchase  Requisition  forms  should  be  designed  and 
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distributed.  Such  forms  should  be  in  two  parts:  original  (to 
be  sent  to  the  Purchasing  Supervisor)  and  copy  (to  be  retained  by 

the  requisitioner  for  use  in  following  up  on  outstanding  requisi- 
tions) . 


35.  That  the  Purchasing  Supervisor  use  the  purchasing  requisition 
to  create  the  related  Purchase  Order  on  a form  having  five  units : 

Original:  To  vendor 

First  copy:  To  numerical  file 

Second  copy:  To  outstanding  purchase  order  file/ (later)  paid 
file 

Third  copy:  Receiving  report  (to  be  first  returned  to 

requesting  requisitioner  who  returns  it  to  the  Pur- 
chasing Supervisor  when  goods  or  services  are  com- 
pletely received.)  This  is  authority  for  the  Finance 
Department  to  pay  the  related  invoice. 

Fourth  copy:  For  information  use  of  the  requisitioner. 


36.  That  the  Finance  Director,  with  the  authorization  of  the 
City  Manager,  work  with  the  proposed  Public  Services  Director 
to  locate  a space  suitable  for  a Purchasing  Warehouse  where 
relevant  supplies  and  materials  could  be  stored  and  issued  upon 
proper  authorization.  This  location  should  be  as  near  the  garage 
operation  as  possible  so  that  vehicle  parts  and  materials  could 
be  stored  and  issued  from  this  location  also. 


37.  That  all  supplies  and  materials  owned  by  the  City  other 
than  a reasonable  working  stock  (to  be  determined  by  the  City 
Manager  upon  recommendation  of  the  Finance  Director)  should  be 
turned  in  to  the  Buyer/Storekeeper/Property  Control  Officer, 
who  will  put  it  into  the  warehouse  and  forward  the  necessary 
record  information  to  the  Finance  Director  for  proper  crediting 
to  the  specific  budget  objects  account. 


38.  That  the  Buyer/Storekeeper/Property  Control  Officer 
maintain  regular  hours  at  the  Purchasing  Warehouse  each  working 
day  he  is  present  in  order  to  issue  and  receive  stock  at  the 
warehouse  upon  proper  authorization.  Separate  Stock  Withdrawal 
Request  forms  should  be  prepared.  The  Stock  Withdrawal  form 
should  be  submitted  with  an  original  and  two  copies  as  follows : 
Original:  To  be  forwarded  by  the  Storekeeper  (through  the 

Purchasing  Supervisor)  to  the  Finance  Director  for 
accounting  and  budgetary  control  use. 

First  copy:  To  be  returned  to  the  requisitioner 
Second  copy:  To  be  retained  by  the  Storekeeper  in  a 

numerical  file.  The  forms  should  be  unnumbered,  with 
the  Storekeeper  assigning  a consecutive  number  to 
each  of  the  Stock  Withdrawal  forms  as  they  are  sub- 
mitted.  The  lack  of  pre-numbers  will  allow  all 
relevant  employees  to  have  an  on-hand  supply  of  these 

forms . 


, 
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39.  That  large  and/or  heavy  material  items  be  maintained  in 
an  orderly , controlled  manner  in  a suitable  location.  An 
area  such  as  the  one  adjacent  to  the  waste  treatment  plant 
across  from  the  former  public  works  operational  area  would 
suffice. 


40.  That  the  Finance  Director  in  his  capacity  as  Purchasing 
Supervisor  visit  appropriate  municipalities  to  observe  sound 
purchasing  operations.  He  should  also  avail  himself  of  the 
knowledge  and  information  available  at  the  Institute  of  Govern- 
ment. 


41.  That  the  Finance  Director  in  his  capacity  as  Purchasing 
Supervisor  work  with  available  local  vendors  in  providing  the 
City  with  the  best  prices  for  supplies  and  materials  and 
services  needed  by  the  City.  Oftentimes  local  vendors  are 
unaware  of  the  opportunities  for  doing  business  with  the  City 
that  can  be  of  mutual  advantage. 


42.  That  the  Finance  Director  in  his  capacity  as  Purchasing 
Supervisor  work  with  all  appropriate  city  employees  in  the  prepa- 
ration of  bid  request  specifications. 


43.  That,  in  order  to  make  sure  the  City  receives  all  the 
sales  tax  refunds  it  is  due  from  the  State  on  contracted  work, 
the  specification  for  construction  type  work  clearly  state  that 
no  invoices  will  be  paid  until  complete  documented  information 
is  provided  the  City  on  sales  taxes  paid  by  the  contractor. 


44.  That  the  City  establish  and  maintain  a property  record 
and  control  system  for  fixed  assets  as  defined  and  prescribed 
by  the  General  Statutes.  Each  moveable  item  owned  by  the 
City  with  a worth  of  $50.00  or  more  and  a life  expectancy 
greater  than  one  year  should  be  recorded  including  having  a 
property  control  tag  affixed  to  it.  All  other  assets  (facilities, 
utilities,  etc.)  of  $50.00  or  more  value  and  a year  or  more  of 
life  expectancy  and  all  land  should  be  recorded.  The  Buyer/ 
Storekeeper/Property  Control  Officer  should  be  responsible  for 
this  system.  He  should,  under  the  direction  of  the  Director, 
establish,  implement,  and  maintain  the  Property . Control  System. 
Each  year  he  should  make  a check  on  all  items  lis  i_ed  in  the 
system,  and  he  should  spot  check  specific  items  periodically 
during  the  year.  The  establishment  of  the  fixed  assets  records 
win  require  the  complete  cooperation  of  all  affected  city  em- 
ployees. This  effort  should  be  coordinated  by  the  Finance 
Director,  working  with  the  City's  independent  auditor  as  well 
as  key  city  employees. 


45. 


That  the  Property  Control  Officer  be  responsible  under 


\ ' J 


. 

- 


3-9 


the  Finance  Director  for  the  disposal  of  all  municipal  property 
that  has  been  declared  surplus  or  is  to  be  replaced.  This  dis- 
posal should  be  done  in  a manner  that  will  bring  the  City  the 
most  revenue,  either  sealed  bid  proposals  or  public  auction. 


46.  That  the  relevant  city  officials  talk  with  the  relevant 
county  officials  about  a joint  purchasing  operation.  This  would 
have  advantages  for  both  units  of  government  from  the  cost  of 
administration  and  cost  of  supplies  and  materials  and  capital 
goods  and  services. 


Billing 

47.  That  the  Finance  Director  explore  alternative  methods  of 
water  meter  reading  that  would  eliminate  the  need  for  manual 
recording  of  each  meter  and  the  need  for  a helper.  The  possible 
use  of  a handi-talkie  three  way  radio  with  lapel  microphone, 
tape  recorder  with  lapel  microphone,  or  a similar  method  that 
could  be  keyed  to  the  use  of  ADP  equipment  application  should 
be  especially  explored. 


48.  That  the  meter  reading  activity  be  transferred  to  the  Fin- 
ance Department.  This  activity  is  directly  related  to  the 
Billing  Operation  of  the  Finance  Department. 


49.  That  the  Finance  Director  and  the  City  Manager  analyze  and 
redesign  the  billing  cycle  so  that  it  can  be  put  back  on  a 
thirty  day  cycle.  The  sixty  day  cycle  now  in  use  permits  water 
and  sewage  accounts  to  become  too  large,  especially  considering 
the  existing  deposit  requirements.  With  improvements  in  meter 
reading,  a billing  operation  utilizing  proper  ADP  equipment,  and 
the  proposed  organization  of  the  Finance  Department,  the  thirty 
day  cycle  is  feasible. 


50 .  That  the  Finance  Director  and  the  City  Manager  review  the 
policies  and  procedures  concerning  delinquent  water  and  sewage 
bill  control  and  take  the  necessary  steps  to  determine  a 
distinct  and  reasonable  period  in  which  accounts  should  be 
paid  (twenty  days  is  suggested) , an  equitable  service  cut-off 
policy  and  procedure,  and  so  forth.  Once  the  decisions  on 
delinquent  water  and  sewage  bill  control  are  made,  any  ad- 
ministrative and/or  City  Commission  action  necessary  taken,  and 
the  revised  policies  and/or  procedures  clearly  disseminated  to 
the  public,  the  Finance  Director  should  closely  monitor  the 
activities  of  the  personnel  responsible  for  billing  and  collec- 
tions to  see  that  the  program  for  water  and  sewage  bill  control 
is  carried  out  properly. 


51.  That  the  application  for  water  and  sewage  service  provide 
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the  customer  with  a complete  but  concise  description  of  the 
terms  and  conditions  of  the  service  provided  and  provide  for  the 
signature  of  the  customer  as  an  acknowledgment  of  understanding. 


52.  That  the  application  for  water  and  sewage  service  require 
that  the  potential  customer  provide  information  as  follows : 
social  security  number,  driver’s  license  number,  place  of 
employment,  spouse’s  place  of  employment,  and  other  data  that 

assist  the  City  in  determining  that  the  potential  customer 
has  no  previous  unpaid  account,  no  previous  service  under  a 
different  name,  and  so  forth. 


53.  That  the  utility  account  loss  records  be  reviewed  and 
analyzed  by  the  Finance  Director  to  determine  whether  or  not 
the  deposit  level  for  new  customers  of  the  various  classes  is 
high  enough  to  discourage  deposit  skip-new  account  attempts. 
The  deposits  should  be  equal  to  the  average  charges  for  the 
billing  period. 


54.  That  a one  time  delinquent  water  and  sewage  accounts 
write-off  policy  be  established  by  the  City  Commission  for 
accounts  under  a certain  amount  and  over  a certain  age  in  order 
to  clear  the  books  of  realistically  uncollectable  accounts. 
These  limits  should  be  determined  by  an  analysis  made  by  the 
Finance  Director  with  his  recommendations  to  the  City  Manager 
and  the  Manager’s  recommendations  to  the  City  Commission. 
Policies  and  procedures  discussed  in  the  memorandum  and  related 
policies  and  procedures  should  be  adapted  to  prevent  the  need 
of  future  write-offs. 


55.  That  the  Codes  Enforcement  Technician  in  the  Community 
Development  Department  keep  the  Finance  Director  informed  of 
all  new  businesses  he  becomes  aware  of  so  that  privilege  license 
billing  can  be  more  accurate  and  complete. 


Collections 

56.  That  the  proposed  personnel  of  the  Billing  and  Collections 
Division  of  the  Finance  Department  be  given  the  responsibility 
for  collections  work.  The  present  use  of  all  five  Finance 
Operations  employees  for  collections  work  is  not  an  effective 
use  of  the  department  staff  and  presents  additional  problems 
of  an  acceptable  accounting  nature. 


57  That  the  City  Manager  instruct  the  Director  to  utilize 
all  provisions  of  the  General  Statutes  regarding  tax  collection 
to  assure  that  property  tax  receivables  do  not  become  over  one 
year  delinquent  under  all  but  extraordinary  exceptions.  This 
will  mean  that  the  Director  and  the  collection  personnel, 
including  the  part-time  delinquent  tax  collector,  will  need  to 
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be  professionally  firm  in  the  implementation  of  their  duties. 

The  Director  and  the  Collections  Supervisor  should  visit  muni- 
cipal jurisdictions  where  tax  collection  is  accomplished  in  a 
professional  manner  in  keeping  with  the  authority  of  the  General 
Statutes . 


58.  That,  until  the  improvements  in  the  prior  recommendation 
take  effect,  in  keeping  with  authorization  by  state  law,  de- 
linquent taxes  of  less  than  a significant  amount  should  be  writ- 
ten off  after  ten  years.  It  is  unrealistic  to  expect  to  collect 
any  accounts  after  ten  years  have  passed,  and  to  carry  any  but 
significant  accounts  after  that  point  is  ineffective  from  the 
cost  benefit  standpoint  and  unrealistically  inflates  the  property 
tax  accounts  receivable. 


59.  That,  after  the  billing  cycle  is  reduced  to  thirty  days 
and  delinquent  accounts  are  balanced  to  an  acceptable  status, 
the  banks  in  the  City  be  contacted  by  the  Finance  Director  with 
regard  to  acting  as  additional  water  and  sewage  bill  collectors 
at  no  cost  to  the  City.  The  advantage  to  the  banks  would  be 
that  they  would  be  allowed  to  carry  the  collections  in  addition 
to  their  regular  city  accounts. 


60.  That  relevant  city  officials  meet  with  counterpart  county 
officials  to  discuss  the  feasibility  of  having  the  County  collec 
property  taxes  for  the  City.  Since  all  city  taxpayers  must 
pay  county  taxes  to  the  County,  it  would  be  feasible  for  the 
city  taxes  to  be  collected  at  the  same  time.  The  cost  of  collec 
tion  and  remittance  of  revenue  to  the  City  would  need  to  be 
taken  into  consideration,  but  this  should  be  minimal.  At  the 
same  time,  it  would  assure  that  everyone  owning  city  property 
and  paying  county  taxes  would  be  paying  the  required  city  taxes 
also. 


This  Memorandum  relates  closely  to  the  Memoranda  on  the 
City  Manager's  Office  Operations  - No.  1,  the  Community 
Development  Department  Operations  - No.  2,  and  the  Public 
Services  Department  Operations  - No.  6. 


Note : 
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Notes:  1.  Transferred  from  the  present  Water  Department. 

2.  Position  to  phased  out  as  soon  as  possible. 

3.  To  be  filled  presently  by  Finance  Director  as  an  additional  responsibility. 

4.  Transferred  from  present  Public  Works  Operation. 

5.  To  also  act  as  secretary  to  Finance  Director  and  departmental  receptionist. 
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MEMORANDUM 


Date : 

To : 

From: 

Subject: 


October,  1976 

Mayor  and  City  Commission,  City  of  Oxford,  North  Carolina 
Lydens  Associates 

Police  Department  Operations  - Memorandum  No.  4 


Conclusions 


There  is  a need  for  a high  degree  of  management  capacity  in 
the  Police  Department. 

There  is  a need  for  expanded  police  facilities. 

There  is  a need  for  applied  contemporary  personnel- 'management 
in  the  Police  Department. 

There  is  a need  to  explore  regional  concepts  in  police  services. 

There  is  a need  for  operational  and  management  improvements  in 
the  Police  Department. 

There  is  a need  to  seek  greater  utilization  of  existing  man- 
power as  well  as  a need  to  add  manpower  on  a selective  basis 
in  the  Police  Department. 

There  is  a need  to  explore  new  concepts  in  organization  and 
management  of  Police  resources. 


Recommendations 


General 

1.  That  the  Police  Department  be  reorganized  in  keeping  with 
the  recommendations  that  follow  in  this  memorandum.  Present 
and  proposed  organization  charts  of  the  Police  Department 
follow  this  memorandum. 


2.  That  the  appointment  of  the  Police  Chief  along  with  related 
authority  over  the  Police  Department  be  placed  under  tne  City 
Manager.  This  would  require  a change  or  deletion  in  the  City 
Q2^3_2rter  but  would  strengthen  the  effective  management  of  the 
Police  Department  and  its  relationship  with  other  departments 

of  the  City. 


3 That  the  promotion,  demotion,  disciplinary  action  approval, 
and  related  personnel  administration  matters  be  clearly  defined 
in  the  Citv  Code  as  the  responsibility  of  the  City  Manager.  Only 
bv  so  doing  can  the  City  Manager  direct  the  administration  of  the 
Police  Department  in  the  most  effective  manner  possible. 
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* ^}e  Police  Chief  and  key  departmental  supervisors 

hold  a Goals  and  Objectives  Conference  on  an  annual  basis 
as  soon  as  possible  after  the  beginning  of  the  calendar  year. 
The  results  of  the . conferences  should  be  forwarded  to  the 

City  Manager  for  his  information  and  use  in  management  and 
budgetary  decisions. 


5.  That  additional  manpower  be  added  to  the  Police  Department 
as  follows  as  soon  as  possible  from  the  budgetary  and  ad- 
ministrative viewpoints: 

a.  One  Police  Captain  to  be  primarily  responsible  for 
the  Uniformed  Services  Division  and  the  Investigative 
Services  Division,  plus  assisting  the  Police  Chief 
with  present  and  recommended  activities  in  the  capacity 
of  Department  Executive  Officer.  This  officer  should 
work  from  1200-2100  Wednesday  through  Sunday  (1  hour 
for  supper) . 

b.  One  Police  Patrolman  to  the  Crime  Prevention  (proposed 
Community  Services)  Division.  The  most  effective 

use  of  police  manpower  is  that  which  prevents  crime 
from  taking  place.  By  devoting  as  much  effort  as 
possible  to  crime  prevention,  police  community 
relations,  and  domestic  problem  referral  along  with 
continued  cooperation  with  the  city  Recreation  Depart- 
ment and  Community  Development  Department  and  with 
the  county  social  services,  mental  health,  and  public 
health  agencies,  the  Police  Department  can  explore  new 
concepts  of  police  service  that  will  hopefully  reduce 
the  workload  of  the  other  divisions  of  the  Department. 


6.  That,  since  it  is  an  accepted  fact  that  the  Police  De- 
partment needs  larger  and  more  effective  operational  facilities, 
the  City  Manager  appoint  a task  force  of  qualified  key  employees 
to  do  a study  of  the  Department's  facility  needs  including 
alternate  location  possibilities,  floor  plan  layout,  and 
estimated  cost  of  land,  construction,  and  furnishings.  Upon 
completion  of  this  responsibility,  the  task  force  should  make 
a comprehensive  but  concise  report  to  the  City  Manager.  In- 
formation from  this  report  should  then  be  reviewed  and  analyzed 
by  the  City  Manager  and,  based  upon  his  conclusions,  a report 
with  recommendations  should  be  made  to  the  City  Commission  and 
the  relevant  information  inserted  into  the  Community  Facilities 
Plan  and  the  Long  Range  Capital  Improvement  Plan  and  Budget. 

The  Police  Chief  should  chair  the  task  force.  The  task  force 
should  utilize  the  knowledge  of  the  Council  of  Governments  and 
relevant  state  agencies.  The  task  force  should  visit  other 
municipalities  in  North  Carolina  and  southern  Virginia  that 
have  built  police  facilities  of  a similar  nature.  The  private 
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non-profit  LEAA  sponsored  agency  in  Champaign,  Illinois,  that 
provides  information  at  no  cost  on  police  facilities  should 
be  contacted  by  the  task  force.  The  City  Manager  should 
coordinate  the  activities  of  the  task  force  with  those  of  the 

architect  retained  by  the  City  to  ultimately  design  the  police 
building. 


Administrative  and  Support 

7.  That  the  policy  for  using  civilian  personnel  as  police 
dispatchers  is  commended.  At  such  time  that  there  is  turnover 
in  the  two  positions  presently  filled  by  sworn  personnel,  they 
should  be  filled  with  non-sworn  personnel. 


8.  That,  at  such  time  as  there  is  turnover  in  the  positions 
of  Police  Records  Clerk  and  Parking  Control  Officer,  these  two 
positions  be  filled  with  non-sworn  personnel. 


9.  That  existing  funeral  escort  provisions  be  examined  by 
the  Chief  to  determine  if  the  recognized  public  relations 
advantages  are  outweighed  by  negative  manpower  utilization 
disadvantages.  The  use  of  interested  off-duty  personnel, 
with  the  City  billing  the  funeral  directors  for  escort  costs 
(salary,  fringe  benefit  costs,  police  vehicle  operating  cost, 
and  administrative  overhead  cost)  and  the  payment  of  the  officer 
through  regular  payroll  procedures , should  be  considered  as 
an  alternative  to  the  present  arrangement. 


10.  That  the  Police  Department’s  moonlighting  policy  be 
amended  to  require  that  any  security  type  work  performed  by 
a police  officer  be  done  at  least  at  the  same  rate  of  pay 
he  is  receiving  from  the  City. 


11.  That  a definite  departmental  policy  be  set  concerning 
the  number  of  hours  any  officer  can  moonlight  on  the  same  day 
he  is  on  duty.  The  officer's  primary  allegiance  must  be  to 
the  City,  and  to  have  no  restrictions  on  moonlighting  hours  on 
duty  days  makes  it  difficult  for  an  officer  to  assure  the  City 
of  his  capability  to  perform  in  the  manner  necessary  to  carry 
out  his  duties. 


12.  That  physical  fitness  standards  be  explored  by  the  Police 
Chief  with  the  assistance  of  the  Recreation  Director  for  the 
purposes  of  selection  of  new  officers  and  the  rention  of  existing 
officers.  It  is  unfair  to  the  individual  officers  as  well  as 
to  the  City  to  have  physically  unfit  of ficers . filling  positions 
that  could  cause  temporary  or  permanent  disability  or  death  to 
result.  Separate  standards  and  related  procedures  should  be 
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designed  for  existing  officers  and  for  potential  new  officers. 

standards  for  different  age  groups  that  officers 
are  in  would  also  need  to  be  designed.  The  assistance  of  the 
Council  of  Governments  and  relevant  state  agencies  should  also 
be  used.  Consideration  should  also  be  given  to  using  a manage- 
ment consulting  firm  to  work  with  the  City  on  this  matter. 


13.  That  psychological  evaluation  be  made  a part  of  the 
selection  process  for  all  new  sworn  Police  Department  em- 
ployees. Police  work  is  extremely  stressful  and  highly  sensi- 
tive. To  be  fair  to  the  general  public,  the  City,  the  Depart- 
ment, the  individual  police  officer,  and  his  family,  persons 
with  psychological  traits  that  would  be  detrimental  to  police 
work  should  not  be  selected.  Arrangements  should  be  made  with 
the  local  governmental  mental  health  agency  to  provide  the 
psychological  evaluation. 


14.  That  intelligence  testing  be  made  a part  of  the  selection 
process  for  all  sworn  positions  in  the  Department.  Such 
testing  must  be  validated,  non-discriminatory , and  in  keeping 
with  EEOC  guidelines . The  International  Personnel  Manage- 
ment Association  and  the  International  Association  of  Chiefs 
of  Police  are  prime  sources  for  information  about  qualified 
intelligence  testing. 


15.  That  the  Police  Chief,  working  with  the  Council  of  Govern- 
ments Criminal  Justice  Planner,  initiate  contact  with  the  Police 
Chief  of  Henderson  and  the  Sheriffs  of  Granville  and  Vance 
Counties  with  regard  to  the  provision  of  common  services  in 
such  areas  as  communications,  records,  identification,  plan- 
ning and  analysis,  training  above  the  level  provided  by  the 
state,  and  other  actitivities  that  would  be  of  mutual  benefit  to 
two  or  more  of  the  two  county  law  enforcement  agencies . 
Utilization  of  personnel  and/or  facilities  of  Vance-Granville 
Technical  Institute  should  be  explored  in  conjunction  with 
this  recommendation.  None  of  the  agencies  mentioned  can  justify 
all  the  operations  needed  by  the  law  enforcement  agencies  to 
perform  at  a level  that  meets  the  full  needs  of  area  served, 
but  working  together  there  may  be  a possibility  of  being 
able  to  justify  the  addition  of  needed  activities  from  the 
management  and  fiscal  aspects. 


16.  That  the  Police  Chief  have  review  input  to  all  components 
of  the  City's  comprehensive  plan.  Any  police  problems  that 
can  be  avoided  through  better  planning  is  an  effective  and 
inexpensive  concept. 


17.  That  the  Police  Chief  have  input  into  proposed  zoning 
chancres  and  proposed  subdivision  approvals.  Again,  police 
problems  that  can  be  prevented  or  avoided  through  the  most 
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effective  planning  possible  will  pay. 


18.  That  the  Chief  have  input  into  the  present  annexation  study 
and  any  future  annexation  studies.  The  annexation  of  specific 
land,  streets,  structures,  and  people  and  their  relationship 
to  the  present  city  area  and  to  each  other  have  a bearing  on 
the  potential  work  load  of  the  Department  and  a direct  relation- 
ship on  manpower,  equipment,  and  operating  expenses. 


19.  That  the  Police  Department  be  relieved  of  such  non-police 
duties  as  removing  cats  from  trees,  animals  from  within  walls, 
and  keys  from  within  motor  vehicles.  Preferably  these  ser- 
vices should  be  furnished  by  a non-municipal  source.  However, 
if  it  must  be  a municipal  department  that  furnishes  these  types 
of  services , the  Fire  Department  would  be  better  suited. 


20.  That  the  Police  Chief  and  the  Finance  Director  review 
the  procedure  for  the  payment  of  parking  fines  at  the  Police 
Department  and  attempt  to  discontinue  the  handling  of  any 
monies  by  police  personnel.  Parking  fines  might  better  be 
paid  to  the  Finance  Department  collection  personnel  during 
regular  business  hours  and  inserted  in  a lock  box  in  the  Police 
Department  by  the  persons  paying  the  fines  during  non-business 
hours.  Installation  of  citation  payment  lock  boxes  at 
reasonable  locations  in  the  Central  Business  District  should 
also  be  considered. 


21.  That  promotional  standards  and  procedures  be  reviewed 

by  the  Police  Chief  and  the  City  Manager  in  order  to  make  sure 
that  all  legal  requirements  concerning  equal  employment  op- 
portunity and  civil  rights  are  being  met.  The  North  Carolina 
League  of  Municipalities,  the  Institute  of  Government  at  the 
University  of  North  Carolina  at  Chapel  Hill,  and  the  Inter- 
national Association  of  Police  Chiefs  could  provide  advice 
on  this  matter. 

22.  That  the  Police  Chief  become  a member  of  the  International 
Association  of  Police  Chiefs  and  the  North  Carolina  Police  Ex- 
ecutives Association  and  participate  in  these  organizations  in 
order  to  help  keep  himself  informed  on  advances  in  the  field 

of  police  administration. 


23.  That  court  pay,  utilizing  a minimum  rate  for  the  first 
two  hours  or  portion  thereof  with  an  hourly  rate  for  the  time 
above  two  hours,  be  given  to  police  officers  who  are  in  court 
on  other  times  than  during  their  duty  periods . This  would 
relieve  the  existing  burden  of  reducing  manpower  availability 
on  the  street  through  the  granting  of  compensatory  time  off. 
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24.  Th^t,  m order  to  minimize  the  amount  of  time  spent  in 
court  off-duty,  the  Chief  and  other  relevant  city  officials 
meet  with  court  officials  as  necessary  to  help  them  under- 

St5ndi,th?  Pol:LCe  Department's  manpower  utilization  problems 
an  the  burdens  created  in  the  areas  of  budgetary  control  and 
manpower  availability. 


25.  That  the  Police  Chief  and  other  relevant  city  officials 
meet  with  court  officials  to  explore  the  related  but  separate 
matter  of  requiring  on-duty  police  officers  to  remain  in  court 
while  waiting  for  cases  involving  them  to  be  heard.  In  a 
Department  as  small  as  that  of  Oxford,  the  unnecessary  absence 
from  duty  radically  cuts  the  effectiveness  of  the  police 
services  provided  to  the  community.  With  modern  means  of 
communications  and  specifically  the  three-way  combination  car 
and  personal  radio  combined  with  contemporary  court  administra- 
tive procedures,  it  would  seem  that  the  excessive  waiting  time 
now  sometimes  required  in  court  could  be  reduced. 


26.  That  the  policy  concerning  the  provision  of  police  services 
to  the  industrial  park  area  outside  the  city  limits  should  be 
clarified  so  that  the  Police  Chief  may  put  it  in  writing  and 
make  it  a part  of  the  Police  Operations  Manual. 


27.  That  the  Chief  and  the  proposed  Executive  Officer  explore 
with  the  Police  Auxiliary  the  possibility  of  utilizing  one  or 
more  auxiliary  officers  to  assist  the  Executive  Officer  with 
his  administrative  responsibilities.  Since  the  Executive 
Officer  would  be  working  on  the  weekends,  it  would  seem  feasible 
that  one  or  more  auxiliary  officers  would  be  interested  in 
assisting  him  with  the  administrative  matters  that  will  result 
from  recommendations  in  this  memorandum. 


Operations 

28.  That  the  Police  Department  concentrate  on  the  three  areas 
that  cause  the  most  work  for  the  Department:  domestic  problems, 
larceny  and  breaking  and  entering,  and  traffic  violations. 

Research  into  these  areas  and  solutions  developed  in  other 
jurisdictions  should  be  a high  priority  for  the  Department. 
Assistance  from  the  Council  of  Governments  Criminal  Justice 
Planner,  relevant  state  agencies,  the  FBI,  and  LEAA  should  be 
requested.  Follow-up  on  information  about  innovative  programs 
in  other  communities  should  be  taken.  Grant  in  aid  requests 
to  LEAA  and  other  federal  agencies  for  the.purpose  of  trying  out 
a program  similar  to  those  which  have  worked  in  other  jurisdictions 
and/or  innovative  approaches  arising  from  the  joint  effort  of 
the  City,  COG,  and  state  should  be  made. 


' 
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29.  That  specialized  training  to  combat  the  problem  areas 
mentioned  in  the  preceding  recommendation  be  given  opera- 
tional personnel  through  the  North  Carolina  Criminal  Justice 

Standards  and  Training  Board  and/or  through  other  available 
sources . 


30.  That  specialized  equipment  necessary  to  combat  the  three 
main  areas  of  the  Police  Department  service  load  should  be 
obtained,  preferably  through  the  use  of  grant  money  eligible 
for  this  type  of  expenditure  or  through  the  use  of  special 
grants  specifically  applied  for. 


31.  That  the  specific  publics  involved  as  victims  or  potential 
victims  of  the  three  leading  causes  for  police  services  be 
involved  in  the  solution  to  the  problems.  Programs  involving 
the  proposed  Police  Community  Services  Division  (presently 
the  Crime  Prevention  Division)  should  be  used  to  work  with 
these  publics. 


32.  That  the  widest  possible  use  of  civic  organizations  be 
made  to  work  with  the  Police  Department  and  specifically 
the  Police  Community  Services  Division  to  combat  the  three 
leading  areas  of  the  police  service.  Civic  groups  are  always 
on  the  lookout  for  worthwhile  projects.  Their  existing  or- 
ganization and  interest  in  community  projects  should  be 
utilized. 


33.  That  the  foot  patrol  of  the  Central  Business  District 
between  the  hours  of  0900  and  1700  be  continued  as  a supple- 
ment to  motor  patrol  when  police  units  are  not  actually 
responding  to  calls.  Emphasis  should  be  placed  on  patrolling 
the  street  sectors  where  records  show  the  most  problems  of  a 
law  enforcement  nature  take  place. 


34.  That  the  policy  of  using  sworn  police  officers  as  night 
watchmen  doing  door  shaking  duty  from  midnight  to  0200  should 
be  modified  to  selective  structure  security  checking  as  a 
supplement  to  motor  patrol  when  police  units  are  not  actually 
on  call.  Such  a program  should  apply  to  all  commercial 
operations  in  the  City's  jurisdiction.  The  Department  should 
also  conduct  a Breaking  and  Entering  Prevention  Seminar  for  all 

merchants . 


35.  That  residential  structural  security  checks  be  made  upon 
requests  of  residents  temporarily  away  from  home  by  personnel 
of  the  Night  Watch  as  a supplement  to  motor  patrol  when  police 
units  are  not  actually  on  call. 


. 
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36.  That  the  Police  Enrichment  Program  (PEP)  concept  be 
investigated  by  the  Police  Chief.  This  would  allow  the  beat 
oiiicer  to  perform  a wider  variety  of  duties  and  take  on  more 
responsibility  for  preliminary  investigation  of  criminal  com- 
plaints, traffic  accidents,  and  the  related  technical  work. 
Adoption  of  this  concept  and  its  proper  implementation  would 
free  up  investigative  personnel  for  the  more  time  consuming 
duties , make  the  work  of  the  beat  police  officer  more  inter- 
esting, and  make  for  better  utilization  of  all  sworn  employees. 


37.  That,  in  keeping  with  recommendation  no.  36,  each  field 
patrol  vehicle  be  furnished  with  basic  photographic  equip- 
ment, crime  scene  security  equipment,  basic  identification 
equipment,  basic  evidence  collection  equipment,  and  so  forth. 


38.  That,  in  keeping  with  recommendation  no.  36,  a definite 
policy  on  time  limitation  away  from  the  normal  patrol  area  be 
set  forth  in  the  Police  Operations  Manual. 


39.  That,  in  keeping  with  recommendation  no.  36,  the  proper 
training  in  basic  criminal  and  traffic  investigation  and  the 
use  of  basic  investigation  equipment  be  given  all  Uniformed 
Division  officers. 


40.  That  a Traffic  Enforcement  Index  (TEI)  be  maintained  and 
used  to  control  traffic  enforcement  efforts,  one  of  the  three 
areas  of  major  concern  to  the  Police  Department.  The  TEI  is 
the  mathematical  ratio  of  traffic  citations  issued  for  moving 
violations  that  result  in  conviction  divided  by  the  number  of 
traffic  accidents  involving  personal  injury  or  death.  Twenty 
such  citations  for  each  such  accident  is  considered  the  proper 
ratio.  The  TEI  is  a convenient  management  tool  for  evaluating 
traffic  enforcement  activities  and  balancing  manpower  utiliza- 
tion as  s i gnment . 


41.  That  a Patrol  Manpower  and  Deployment  Analysis  ("beat  study") 
be  undertaken  by  the  Police  Chief  as  soon  as  one  year's  data  is 
available.  The  results  of  the  analysis  should  be  used  to  plan 
for  any  expansion  of  the  Uniformed  Division  staffing  on  a logical 
basis  through  the  budget  process.  Periodically  after  the 
initial  study,  the  rechecks  should  be  made  to  determine  proper 
beat  limit  design  and  proper  assignment  of  manpower  to  cover 
the  beats  needed  in  each  watch.  It  may  be  expected  that  in 
Oxford  the  number  of  beats  needed  in  the  Day  Watch  would  be 
exceeded  on  the  Evening  Watch  by  one,  and  would  require  one  less 
beat  on  the  Night  Watch  than  on  the  Day  Watch.  However,  to  be 
accurate  the  "beat  study"  should  be  made. 


42. 


That  the  Chief  and  the  Executive  Officer  explore  with  the 
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• ^ux:L^ ^-arY  ^he  assignment  of  three  auxiliary  officers  to 
the  Uniformed  Services  Division  on  Friday  and  Saturday  on  the 
Evening  Watch  (1600-2400)  '.as  the  second  man  in  each  of  the 
patrol  units . . This  period  on  Friday  and  Saturday  nights  is 
the  most  critical  as  regards  field  manpower  needs.  This  utili- 
zation  of  Police  Auxiliary  personnel  fits  the  availability  of 
the . personnel  and  would  expand  upon  the  present  use  of  one 
auxiliary  officer  during  these  periods. 


43.  That  the  policy  of  issuing  blackjacks  to  police  officers 
be  discontinued.  The  existing  blackjacks  should  be  turned  in 
and  their  use  prohibited  entirely.  A blackjack  type  weapon 
is  counterproductive  and  has  no  place  in  a contemporary  Police 
Department  operation. 


44.  That  the  return  to  the  use  of  full-sized  automobiles  by 
the  Police  Department  be  carefully  analyzed.  Most  contemporary 
municipal  departments  are  staying  with  the  intermediate  size 
vehicle  for  police  patrol  use  because  of  the  economy  of  orginal 
cost  and  operational  cost.  Care  should  be  taken  in  discarding 
the  small  vehicles  for  patrol  work  because  of  the  alleged 
poor  showing  in  past  use.  Employee  abuse,  either  conscious 
or  unconscious,  should  not  be  a determining  factor  in  the 
choice  of  vehicles  for  patrol  use,  nor  should  alleged  poor 
dealer  service.  It  is  suggested  that  one  new  intermediate  car 
be  purchased  for  comparison  purposes  as  soon  as  feasible.  The 
drivers  of  this  car  and  a comparison  full-sized  car  should  be 
carefully  monitored  along  with  their  vehicles.  With  the 
implementation  of  improved  vehicle  maintenance  recommendations 
discussed  in  the  Memorandum  on  Public  Services  Department 
Operations  - No.  6,  the  maintenance  factor  for  police  vehicles 
would  be  improved.  Only  by  careful  analysis  can  the  most  effec- 
tive choice  be  made. 


45.  That  the  350  CID  motors  be  the  largest  size  used  in  a 
police  vehicle  for  patrol  purposes.  This  has  been  proven  to 
be  the  adequate  size  in  many  cities.  The  rationalization  of 
needing  a larger  size  engine  for  outrunning  any  law  violator 
can  not  be  justified.  The  use  of  modern  communications  and 
the  interagency  law  enforcement  cooperation  in  North  Carolina 
does  not  require  high  speed  chases  within  the  city  limits  of 

Oxford. 


46.  That  the  Department  establish  a vehicle  replacement 
policy  based  upon  a careful  analysis  of  ail  operational  costs • 
Studies  made  by  various  Police  Departments  show  that  a police 
field  vehicle  should  be  taken  out  of  service  between  40,000 
and  60,000  miles,  taking  into  consideration  operation  cost, 
availability  of  replacement  vehicles,  and  safety  factors. 


■ 
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With  the  assistance  of  the  Purchasing  Supervisor  and  the 
sen^-or # garage  mechanic,  a careful  analysis  should  be  made  by 
the  Chief  to  determine  the  correct  police  patrol  vehicle 
replacement  policy  for  the  City  of  Oxford.  The  findings 

should  be  forwarded  to  the  City  Manager  for  his  review  and 
decision. 


47.  That  the  Department  carefully  analyze  the  specifications 
for  police  vehicles . The  use  of  the  police  package  components 
may  or  may  not  be  to  the  best  advantage  of  the  Department  from 
a cost/performance  basis.  The  Chief,  the  Purchasing  Supervisor, 
and  the  senior  automotive  mechanic  should  work  together  on  the 
analysis  of  this  matter  and  forward  their  findings  and  con- 
clusions to  the  City  Manager  for  a final  decision. 


48.  That  the  Police  Department  fleet  gradually  be  built  up 
to  nine  vehicles  (Chief,  Executive  Officer,  3 for  patrol  duty, 

2 for  detectives,  one  for  the  Police  Community  Services  Divi- 
sion along  with  a van,  and  one  reserve  vehicle.)  This  buildup 
should  be  coordinated  with  the  implementation  of  the  recommenda- 
tions relevant  to  the  need  for  vehicle  use.  By  purchasing  all 
of  the  cars  with  the  same  specifications  and  rotating  the 
vehicles  from  administrative,  investigative,  and  community 
services  personnel  to  uniformed  services  personnel,  the  most 
effective  use  of  the  vehicles  can  be  made. 


49.  That  the  two  personnel  assigned  to  the  Investigative 
Services  Division  (presently  the  Detective  Division)  work 
separately  with  one  being  on  duty  from  1000  to  1800  hours  and 
the  other  being  on  duty  from  1400  to  2200  hours  instead  of  both 
working  the  hours  of  0700  to  1700.  In  addition  at  least  one 
detective  should  work  Tuesday  through  Saturday,  rather  than 
both  working  Monday  through  Friday.  Saturday  is  an  active  day 
for  police  activity  and  also  a day  on  which  most  persons  can  be 
contacted  at  home.  Therefore,  it  would  be  a more  effective  use 
of  investigative  personnel  to  have  one  on  duty  on  Saturday. 


50.-  That  a detective  call  back  procedure  be  formally  estab- 
lished for  the  periods  of  time  that  a detective  is  not  regu- 
larly on  duty.  This  procedure  should  be  used  for  the  following 
categories  of  criminal  action  and  should  replace  the  existing 

on  call  arrangement:  . . 

a.  Deaths  of  a violent  or  suspicious  nature 

b.  Rapes  or  suspected  rapes 

c.  Assaults  where  the  victim  is  about  to  or  could 
possibly  die  as  a result  of  injuries 

d.  Robberies  of  commercial  establishments 

e Burglaries  where  physical  violence  or  a loss  in 
excess  of  $5,000  has  occurred  . 

f In  those  instances  where  an  apprehension  has  been 
=5  made,  and  it  is  suspected  that  the  subject  arrested 


- 


4-11 


may  have  committed  another  offense. 

Combined  with  the  PEP  concept  recommended  earlier  and  the 
split  assignment  of  the  investigative  personnel  discussed  in 
preceding  recommendation/  the  proposed  call  back  procedure 
should  lessen  the  number  of  off-duty  hours  the  investigave 
personnel  must  spend  on  duty. 


51.  That  the  senior  of  the  two  detectives  be  given  formal 
responsibility  for  the  supervision  of  the  Investigative  Ser- 
vices Division  and  given  the  rank  of  Detective  Lieutenant, 
Lieutenant  being  the  class  title  given  to  the  first  line  super- 
visor in  the  Oxford  Police  Department. 


52. . That  the  Chief  and  the  Executive  Officer  explore  with  the 
Police  Auxiliary  Unit  the  use  of  one  or  more  personnel  to  work 
on  non-dangerous  information  research  activities  in  the 
Investigative  Services  Division  on  Saturday  during  daylight 
hours.  Much  of  the  work  of  the  Investigative  Services  Division 
has  to  do  with  gathering  information  from  victims  and  witnesses. 
This  could  be  accomplished  by  a qualified  auxiliary  officer  in 
a manner  that  would  benefit  the  Police  Department  and  enhance 
the  activities  of  the  Police  Auxiliary  Unit. 


53.  That  an  additional  vehicle  be  assigned  to  the  Investigative 
Services  Division  so  that  the  recommendation  that  the  two 
personnel  work  separately  under  normal  circumstances  can  be 
properly  implemented. 


54.  That,  as  soon  as  proper  space  becomes  available,  a secure 
evidence  room  be  established  and  a formal  evidence  maintenance 
policy  and  procedure  be  prepared  and  inserted  in  the  Police 
Operations  Manual.  The  second  floor  of  the  Fire  Station 
should  be  considered  and  a feasibility  study  made  by  the  Chief, 
with  his  findings  submitted  in  a written  report  to  the  City 
Manager. 

55.  That,  as  soon  as  proper  space  becomes  available,  a photo- 
graphy dark  room  be  established.  Consideration  should  be  given 
to  use  of  space  on  the  second  floor  of  the  Fire  Station.  The 
Chief  and  Detective  Lieutenant  should  make  a fesibility  study 
of  this  possible  location  and  report  their  findings  to  the  City 

Manager. 


Community  Services 

56.  That  the  Crime  Prevention  Division  be  expanded  into  a 
Police  Community  Services  Division  which . should  be  charged 
^j_£h  the  primary  responsibilities  for  crime  prevention, 
police  community  relations,  domestic  problem  referral  assistance, 

and  related  areas. 
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57.  That  the  City  commit  itself  to  supporting  the  Police 
Community  Services  concept  as  the  concept  that  can  become  the 
most  effective  weapon  against  crime  in  today's  and  tomorrow's 
Oxford.  This  will  mean  additional  support  to  this  concept 
tb®  years  to  come,  including  budgetary  support. 


58.  That  the  present  and  future  personnel  assigned  to  the 
Community  Services  Division  work  those  hours  that  are  most 
effective  for  the  purposes  of  their  programs,  rather  than  be 
formally  tied  to  the  forty  hour  time  block  of  0900  to  1700 
hours  Monday  through  Friday.  This  would  also  reduce  the 
compensatory  time  needed  to  compensate  for  evening  and  week- 
end activities. 


59.  That  the  Community  Services  Division  introduce  the 
"Ride  Along  Orientation"  program  to  acquaint  specific  target 
groups,  to  be  determined  by  the  Chief  and  the  Community  Ser- 
vices Lieutenant,  with  police  problems  and  activities.  By 
designing  the  program  to  meet  the  information  needs  of  the 
particular  target  groups,  the  Police  Department  can  upgrade 
the  citizen  support  necessary  to  make  the  Police  Department's 
role  in  the  community  as  effective  as  possible.  Some  target 
groups  used  in  other  communities  have  been  business  and  in- 
dustrial leaders,  officers  of  civic  clubs,  officers  of  the 
various  local  professional  organizations,  key  administrative 
and  supervisory  personnel  in  the  school  system,  student  leaders 
in  the  junior  and  senior  high  schools,  and  so  forth.  Community 
Services  Division  personnel  along  with  the  Chief  and  the  pro- 
posed Captain  should  be  used  for  this  program. 


60.  That  the  Police  Community  Services  Division  plan  and 
implement  a "Blue  Light  Citizen  Assistance"  program  aimed  at 
providing  the  elderly,  the  disabled,  and  the  chronically  sick 
with  means  of  calling  for  assistance  by  the  simple  means  of 
flipping  a switch  to  turn  on  a blue  light  bulb  at  a location 
that  a police  officer  could  see  or  a fellow  citizen  could  see 
and  contact  the  Police  Department,  which  could  then  dispatch 
a unit  to  find  out  what  the  problem  is.  This  type  of  program 
can  be  one  in  which  the  community  becomes  involved  in  the 
initial  implementation  as  well  as  the  operation.  By  working 
^Ith  one  or  more  civic  clubs,  the  aspects  oi  informa uion 
dispersal,  purchase  and  delivery  of  the  necessary  materials, 
and  installation  of  the  "Blue  Light  Citizen  Assistance" 
system  can  be  shared  by  the  Police  Department  with  the  interested 
individuals  and  groups  in  the  community. 


61.  That  the  Community  Services  Division  introduce  the 
Weekend  Clergy  Assistance  program  that  would  involve  in- 
terested and  qualified  clergy  in  riding  with  the  Patrol  Super- 
visor on  Friday  and  Saturday  evenings  for  the  purpose  of  pro- 
viding counseling  service  on  the  spot  for  the  violators  and 
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victims  involved  in  domestic  problem  calls,  emotional  dis- 
turbance calls,  alcohol  problems  calls,  and  any  other  type 
problem  calls  on  which  clergy  assistance  would  be  helpful. 

The  police  officers  can  also  be  assisted  in  how  to  handle  the 
problems  by  the  Weekend  Clergy  Assistance  program. 


62.  That  the  Community  Services  Division  become  involved  in 
helping  the  Police  Department  explain  to  the  community  through 
the  news  media  and  directly  to  individuals  and  groups  the 
various  programs  and  operations  of  the  Police  Department  and 
the  critical  need  for  the  involvement  of  the  public  in  a 
supporting  role. 


63.  That  the  Community  Services  Division  initiate  and  imple- 
ment a family  crisis  referral  program.  This  program  would 
involve  following  up  within  a few  days  on  each  domestic  type 
call  handled  by  the  Uniformed  Services  Division.  After  dis- 
cussing the  problems  with  the  persons  involved,  a Community 
Services  Officer  would  determine  the  best  source  of  professional 
counseling  or  other  assistance,  whether  it  be  a clergyman, 
help  from  the  mental  health  agency,  help  from  the  family  and 
child  service  agency,  help  from  the  county  Social  Services 
Department,  help  from  the  county  Public  Health  Department,  or 
assistance  from  some  other  area  governmental  or  community 
service  agency.  After  the  determination  of  the  primary  as- 
sistance source,  the  Community  Services  Officer  would  arrange 
for  the  appointment  and  make  the  initial  introduction  of  the 
citizen  to  the  initial  agency  representative.  In  order  to  make 
this  program  effective,  the  Community  Services  Division  per- 
sonnel should  receive  the  necessary  para-professional  train-, 
ing  to  properly  handle  the  program  and  become  familiar  with 
the  governmental  and  community  services  in  the  Oxford  area 
so  that  they  may  do  as  effective  a job  as  possible.  Since 
domestic  calls  are  one  of  the  three  principal  workload  sources 
for  the  Police  Department,  it  would  seem  that  this  particular 
program  should  be  given  a high  priority  as  domestic  calls  most 
often  have  a repeat  pattern. 


64.  That  the  Chief  and  the  Community  Services  Lieutenant  confer 
with  the  county  Social  Services  Director  to  explore  the  use  of 
Title  XX  funds  for  the  purpose  of  involving  properly  trained 
caseworkers  to  handle  all  or  part  of  follow-up  work  in  the 
Family  Crisis  Referral  Program.  Portsmouth  and  Chesapeake, 
Virginia,  have  been  successful  in  approaching  the  Program 

in  this  manner. 


65  That  the  Community  Services  Division,  in  conjunction  with 
the  Recreation  Department  and  the  Community  Development  De- 
partment, determine  which  target  groups  in  the  community  could 
benefit  from  recreational  activities  that  would  properly  orient 
the  target  group  members  to  a positive  outlook  on  the  responsi- 
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bilities  of  acceptable  citizenship  in  the  community.  With 
the  Community  Services  Division  as  the  lead  agency,  the  other 
two  municipal  agencies  and  one  or  more  interested  civic  groups 
Par^c^-Pa'<::;^n9  as  a team,  the  manpower  and  the  monetary  needs 
could  be  found  to  prevent  some  of  the  antisocial  behavior  which 
could  lead  to  criminal  action.  At  the  same  time  this  would 
involve  a large  number  of  individual  citizens  in  an  activity 
supportive  to  the  role  of  the  Police  Department. 


66.  That  the  Community  Services  Lieutenant  be  directed  to 
research  other  possible  and  applicable  community  services 
programs  that  would  involve  the  citizenry  of  the  community  as 
well  as  serve  the  community. 


67.  > That  blazer  type  uniforms  be  issued  to  Community  Services 
Division  personnel  as  a means  of  identifying  them  as  members 
of  the  Police  Department  while  at  the  same  time  achieving  the 
purpose  of  not  wearing  the  para-military  police  uniform. 


68.  That,  with  the  full  commitment  of  the  City  to  the  Police 
Community  Services  concept,  the  existing  Police  Community  Ser- 
vices Lieutenant  be  designated  a 100%  employee  in  this  field, 
thereby  allowing  the  City  to  participate  in  a wider  variety  of 
LEAA  grant  programs,  and  initially  work  on  a grant  for  a van 
or  mini-bus  that  could  be  used  for  Community  Services  Division 
outreach  activities  including  providing  a facility  for  various 
mobile  displays  related  to  existing  and  proposed  programs  for 
this  Division. 


69.  That  the  use  of  interested  and  qualified  Police  Auxiliary 
Officers  in  the  present  and  recommended  Community  Services 
Division  programs  be  considered.  Since  a great  part  of  the 
Community  Services  Division  programs  take  place  in  the  evening 
and  on  weekends,  this  source  of  basically  qualified  police 
manpower  should  not  be  overlooked. 


Note:  This  Memorandum  relates  closely  to  the  Memoranda  on 

the  City  Manager's  Office  Operations  - No.  1,  the 
Community  Development  Department  Operations  - No . 2 , 
and  the  Recreation  Department  Operations  - No.  7. 
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memorandum 


Date: 

To: 

From: 

Subject: 


October  1976 

Mayor  and  City  Commission,  City  of  Oxford,  North  Carolin 
Lydens  Associates  - 

Fire  Department  Operations  - Memorandum  No.  5 


Conclusions 


The  Oxford  Fire  Department  is  providing  a standard  type  fire 
protection  service  to  the  community  through  its  present  or- 
ganization, programs,  and  with  its  present  apparatus  and  equip- 
ment. 

The  volunteer  unit  is  to  be  commended  for  its  size,  dedication, 
and  response. 

There  is  a need  to  explore ' organization  and  management  concepts 
that  could  enhance  the  level  of  service  rendered  to  the  citi- 
zens of  Oxford. 

There  are  related  recommendations  that  need  to  be  explored  also. 


Recommendations 


General 

1.  That  the  City  Charter  be  revised  to  delete  the  provision 
of  the  Fire  Chief  being  affirmed  by  and  under  the  direction  of 
the  City  Commission,  and  that  in  its  place  the  City  Code  reflect 
the  Fire  Chief's  appointment  by  and  direction  by  the  City 
Manager.  The  Fire  Department  plays  an  important  part  in  the 
municipal  operations  of  Oxford  in  itself  and  in  its  relationship 
to  the  programs  of  the  other  municipal  departments.  In  order 
that  the  Department  operate  in  the  most  effective  manner  under 
the  Commission-Manager  form  of  government  in  Oxford,  it  is 
necessary  that  this  Department,  like  the  others  of  an  admini- 
strative nature,  be  directly  responsible  to  the  City  Manager. 


2.  That  one  additional  Driver-Pump  Operator  be  added  as  a 
fully  paid  employee.  This  would  leave  the  Fire  Chief  with  time 
to  do  a first  class  job  of  handling  the  administrative  re- 
sponsibilities of  the  Department  and  upgrade  the  Fire  Pre- 
vention Program  by  being  able  to  devote  his  time  to  this 
program  without  having  to  act  as  a Driver-Pump  Operator . 


3.  That  the  Fire  Chief,  with  the  assistance  of  the  Community 
Development  Director  and  the  other  department  heads  as  needed, 
utilize  the  concepts  of  the  Community  Fire  Protection  Master 
Plan  published  by  the  National  Fire  Prevention  and  Control 
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Administration  (NFPCA)  of  the  United  State  Department  of 
Commerce . Such  planning  will  force  the  systematic  collec- 
tion of  data,  the  analyzation  of  resources,  and  the  making  of 
management  decisions  that  are  pertinent  to  reducing  hostile 

loss.  This  planning  will  correlate  what  there  is  to  burn 
m the  community  with  current  capabilities  to  prevent  and  combat 
such  burning  possibilities.  From  such  planning,  management 
decisions  can  be  more  readily  made  in  the  areas  of  organization, 
communications , fire  prevention,  water  supply,  physical  planning, 
training,  facilities,  and  apparatus  and  equipment. 


4.  That  the  Chief,  Assistant  Chief  (Volunteer),  and  select 
representatives  of  the  fully  paid  staff  and  the  volunteer 
firemen  hold  an  annual  assessment  of  programs , accomplish- 
ments, and  future  actions  after  the  first  of  each  calendar 
year.  The  results  of  this  annual  assessment  should  be  written 
up  and  forwarded  to  the  City  Manager  for  his  information  and 
analysis  so  that  he  and  the  Chief  might  better  be  able  to 
make  general  management  and  budget  preparation  management 
decisions  on  matters  concerning  the  Fire  Department. 


5.  That  the  Chief,  with  the  assistance  of  other  departmental 
personnel  and  the  City  Manager's  Office,  prepare  a Fire  De- 
partment Operations  Manual  that  includes  all  relevant  policies 
and  procedures.  Copies  of  the  Manual  should  be  made  available 
for  the  review  of  all  paid  and  volunteer  personnel  of  the 
Department.  By  adherence  to  the  Manual,  operational  effective- 
ness should  be  improved  along  with  employee  relations  in  the 
Department. 


6.  That  a careful  analysis  be  made  of  existing  record  keeping 
procedures,  particularly  in  details  of  fire  reports  and  investi- 
gations, so  that  management  decisions  based  on  factual  data 
can  be  made  and  projections  can  be  made  in  such  areas  as  opera- 
tional cost  effectiveness,  manpower  utilization,  structural 
conditions  that  inhibit  and/or  contribute  to  the  spread  of  fire, 
and  the  use  of  private  fire  suppression  or  detection  systems 
to  reduce  direct  losses. 


7.  That,  at  such  time  for  one  reason  or  another  the  volunteer 
fix*e  department  becomes  inactive,  the  City  consider  on  an 
objective  basis  and  with  a thorough  feasibility  study  the 
Public  Safety  Officer  approach  to  the  provision  of  providing 
manpower  beyond  the  personnel  already  carried  on  full-time  s catus 
at  the  time  This  would  involve  providing  Police  Department 
field  personnel  with  firefighting  expertise  so  that  they  could 
augment  the  existing  paid  staff  with  firefighting  manpower  at  the 
of  the  fire.  This  has  been  a viable  and  effective  use  of 
municipal  manpower  in  a great  number  of  cities  in  the  United 
States  including  North  Carolina. 
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tJe  pfefei}t  Practice  of  dividing  the  balance  of  the 
Fire  Department  Budget  among  the  volunteer  members  of  the  Fire 
Department  at  the  close  of  the  fiscal  year  be  stopped;  that  the 

anC^  analyze  the  compensation  plan  in 

0t^eLN?rH?  Caf°lina  municipalities  having  volunteer  firemen; 
and  that  the  City  Manager  recommend  to  the  City  Commission  the 
inclusion. of  a fixed  compensation  plan,  based  upon  logical  time 
contribution  of  the  volunteers,  in  the  City  Manager’s  Budget 
Proposal.  The  present  practice  can  lead  to  weak  budget  ad- 
ministration. 


Communications 


9.  • That,  as  soon  as  feasible,  the  receipt  of  fire  service 
requests  and  the  dispatching  of  manpower  and  equipment  be 
transferred  to  the  Police  Department  so  that  no  problem  of 
having  to  have  a responsible  person  remain  at  the  station  after 
an  alarm  comes  in  arises,  and,  therefore,  better  utilization 
of  manpower  can  be  made. 


10.  That  strong  consideration  be  given  to  the  utilization  of 
a pager-monitor  alerting  and  recall  communications  system  to 
replace  the  present  telephone  and  horn  blowing  system  of 
communications  procedure.  The  implementation  of  such  a system 
should  drastically  reduce  volunteer  firemen  and  off  duty  fully 
paid  personnel  response  time,  which  is  a most  critical  factor 
in  successfully  combatting  fires  and  should  increase  manpower 
availability  significantly.  The  approximate  price  for  the 
individual  pager-monitor  unit  with  charger  is  $300.  The 
cost  of  the  coder  alerter,  which  would  be  installed  at  the 
base  communications  point,  is  approximately  $1,000. 


11.  That  the  City,  at  the  time  fire  communications  are  upgraded 
and  consolidated  with  police  communications,  make  space  provision 
for  doing  the  county's  fire  dispatching  for  the  volunteer  units 
throughout  the  county.  Naturally  the  county  should  be  expected 
to  reimburse  the  City  for  annual  operating  expenditures  related 
to  the  out  county  communications  services  and  also  be  responsible 
for  the  intial  capital  outlay  expenditures  related  to  a unified 
communications  system  for  the  out  county  volunteer  fire  depart- 
ments . 


Fire  Prevention 


12  That  the  pre— fire  planning  program  of  the  Department  be 
expanded  to  involve  specific  responsibilities  for  commercial , 
industrial,  and  institutional  occupancies.  These  responsibilities 
should  in  addition  to  the  fire  prevention  inspection  aspects, 
provide  for  a procedure  which  would  record  and  retain  for  fire 
combat  operations  all  pertinent  structural  designs  and  other  data 
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that  would  have  an  impact  on  fire  spread  control  and  life  safety. 

• -1?S^>??t:L01?S  sk°u^  also  be  considered  preliminary  problem 
identification  inspections  and  be  conducted  in  the  time  frames 
that  reflect  the  time  periods  that  are  most  hazardous.  The 
fully  paid  Driver-Pump  Operators  should  be  required  to  partici- 
pate m these  inspections. 


13.  That  the  existing  Fire  Prevention  Code  be  analyzed  and 
amended  from  the  standpoint  of  tranferring  some  of  the  direct 
municipal  cost  tor  fire  protection  services  to  the  private 
sector  through  the  use  of  structural  fire  suppression  and 
detection  systems.  Reference  data  on  this  subject  may  be 
obtained  from  design  concepts  of  the  National  Fire  Prevention 
and  Control  Administration.  The  Chief  and  the  Code  Enforcement 
Technician  in  the  Community  Development  Department  should  review 
and  analyze  this  information  available  from  the  NFPCA  and  report 
their  recommendations  to  the  City  Manager  in  writing.  The  City 
Manager  should  in  turn  review  and  analyze  the  recommendations 
and  make  his  recommendations  to  the  City  Commission  for  their 
consideration . 


14.  That  the  Chief  and  the  Assistant  Fire  Chief  (Volunteer) 
plan  and  implement  a residential  fire  prevention  program  involving 
the  Driver-Pump  Operators  and  the  volunteers.  The  availability 
of  this  program  should  be  made  known  through  such  means  as  the 
news  media,  the  City’s  annual  report,  special  notices  with  the 
water  and  sewage  bills,  and  so  forth.  The  inspections  should 
be  done  on  the  basis  of  a request  by  the  property  owner  or 
property  occupant  to  forestall  problems  of  having  people  feel 
that  this  is  a service  being  forced  upon  them.  Inspection  re- 
quests from  the  same  area  should  be  made  in  the  same  time  period 
in  order  to  maximize  productivity  on  the  part  of  departmental 
personnel.  As  a reference,  the  National  Fire  Protection  As- 
sociation's (NFPA)  checklist  for  home  safety  inspection  and 
hazard  identification  is  an  excellent  document  for  use  in  a 
residential  fire  prevention  inspection  program. 


Water  Supply 

15.  That  the  Chief  and  the  proposed  Public  Services  Director 
^3^2.0^  and  analyze  the  / existing  fxrehydrant  inspection  and 
maintenance  program  and  jointly . prepare  a report  to  the  City 
Manaqer  outlining  the  responsibilities  j.or  this  program  that 
will  become  the  responsibility  of  each  department.  The  City 
Manager  should  then  make  the  final  decision.  It  is  important 
fhat  all  the  hydrants  be  in  good  working  condition  at  a_l  times, 
much  more  so  for  the  Fire  Department  than  for  the  Public  Ser- 
vices Department.  Therefore,  the  Fare  Department  should  taxe 
the  lead  in  the  inspection,  testing,  and  primary  maintenance 
program,  with  the  Public  Services  Department  being  responsible 

for  any  needed  repair  work. 
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16.  That  the  volunteer  squads  be  assigned  to  quadrants  of  the 
City  f°r  Purpose  of  conducting,  in  conjunction  with  the 
Driver-Pump  Operators,  fire  hydrant  inspection,  testing,  and 
above  ground  primary  maintenance  activities. 


17.  That,  for  the  purpose  of  providing  adequate  water  supply 
and  pressure  for  firefighting  purposes,  no  water  lines  be 
installed  as  part  of  the  municipal  system  that  are  less  than 
eight  inches  in  diameter. 


Planning 

18.  That  the  Chief  and  the  Public  Services  Director  jointly 
analyze  the  existing  water  distribution  system  to  determine 
where  the  system  is  inadequate  from  the  fire  protection  stand- 
point. The  inadequacies  should  then  be  given  priority  ratings 
and  the  information  utilized  by  these  two  department  heads , the 
Community  Development  Director,  and  the  City  Manager  in  the 
preparation  of  the  Long  Range  Capital  Improvements  Plan  and 
Budget. 


19.  That  the  Chief  have  relevant  input  into  the  Community 
Facilities  Plan,  the  Long  Range  Capital  Improvements  Plan 
and  Budget,  the  Major  Thoroughfare  Plan,  and  the  Land  Use 
Development  Plan  components  of  the  City's  comprehensive  plan- 
ning program. 


20.  That  the  Chief's  input  into  Sub-Division  Review  procedure 
include  his  opinion  on  the  street  layout  especially  as  it 
relates  to  the  access  to  various  parts  of  the  subdivision  and 
the  tie-in  between  the  existing  street  pattern  and  the  street 
pattern  of  the  proposed  subdivision. 


21.  That  the  Chief  have  input  with  regard  to  rezoning  request 
review.  The  change  in  the  zoning  of  property  can  have  a direct 
relationship  on  the  work  load  and  additional  expenses  fo^. 
equipment,  apparatus,  manpower,  and  facilities. 


22  That  the  Chisf  have  input  into  the  present  annexation 
study  and  any  future  annexation  studies.  The  annexation  of 
land,  structures,  and  people  all  can  have  a bearing  on  the 
workload  of  the  Fire  Department  and  a direct  relationship 
to  facilities,  equipment,  apparatus,  manpower,  and  operating 

expenses . 


Training 


23.  That  an  increased  emphasis  on  practical,  on- the-street 
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training  exercises  be  made,  and  that  they  include  not  only  the 
basic  fire  combat  evolutions  but  also  the  more  technical  and 
complicated  procedures  of  hazardous  materials  incidents  and 
identification,  master  stream  operations  (500  gpm  and  up) , 
command  operations , and  rescue  incidents.  A wide  variety  of 
realistic  locations  and  times  of  day  should  be  included 
in  the  exercises. 


24.  . That  all  external  fire  training  and  educational  oppor- 
tunities, not  part  of  the  standard  training  schedule  set  forth 
for  the  Department,  be  posted  in  the  station  and  those  de- 
partmental personnel  wishing  to  participate  on  a volunteer 
basis  be  encouraged  to  do  so. 


25.  That  entry  level  personnel  of  the  Department,  both  on 
the  paid  staff  and  on  the  volunteer  staff,  be  given  a formalized 
period  of  training  and  education,  orientation,  and  on  the  job 
training,  and  then  formally  tested  on  their  knowledge,  skills, 
and  abilities.  Only  after  completion  of  the  formalized  testing 
should  they  be  taken  off  probationary  status.  Such  a program 
should  be  developed  by  the  Chief  and  volunteer  officers  based 
upon  the  training  and  education  program  provided  the  Department 
and  the  other  factors  provided  inside  the  Department.  Assis- 
tance from  the  City  Manager’s  Office  and  the  agencies  providing 
external  training  should  be  sought  with  regard  to  the  preparation 
of  the  formalized  testing. 


26.  That  the  Chief  and  the  Administrative  Assistant  to  the 
City  Manager  research  and  analyze  what  concepts  and  activities  of 
outstanding  Fire  Departments  with  paid  and  volunteer  personnel 
have  to  offer.  Two  examples  of  fire  protection  systems  having 
demanding,  comprehensive  training  standards  which  have  been  set 
for  volunteer  firefighters  and  have  been  met  with  unusual  en- 
thusiasm and  strong  dedication  are: 


Battalion  Chief  Warren  Esme 
Training  Officer 


Montgomery  County,  Maryland: 


Battalion  Chief  Dallas  Phillip 
Training  Officer 
4600  West  Ox  Road 
Fairfax,  Virginia. 


Fairfax  County,  Virginia: 


In  addition  the  NFPA  Standards  1001  publication  should  be 
secured  for  research  and  analysis  use  in  the  upgrading  of  the 

training  program. 


fho  nhief,  the  Assistant  Fire  Chief  (Volunteer),  and 
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improved  upon  and  after  doing  so  meet  with  representatives 
wi,  each  of  the  outside  agencies  providing  training  services  to 
see  how  the  additional  needs  of  the  City  can  be  met.  The  City 
Manager  should  be  kept  informed  of  the  progress  on  this  matter. 


28.  That  relevant  officials  of  the  City  and  the  County  meet 
and  discuss  the  joint  construction  of  a fire  training  facility 
that  would  include  a hydrant  and  hose  lay  area,  live  hose 
practice  area,  multi-story  structural  frame  for  apparatus, 
ladder  and  hose  handling  practice,  and  a smoke  hose  for  fire 
combat  simulation.  The  location  chosen  would  need  to  be  as 
close  as  possible  to  the  existing  city  limits  of  Oxford  in  order 
for  the  on-duty  staff  to  maintain  a state  of  readiness,  although 
one  Nozzle  Squad  could  be  kept  on  duty  at  the  Fire  Station 
with  a Driver-Pump  Operator  and  one  piece  of  apparatus  while 
the  other  paid  and  volunteer  personnel  were  training  at  the 
Training  Center. 


Personnel 

29.  That  the  Chief  and  the  Administrative  Assistant  to  the 
City  Manager  research  and  analyze  and  prepare  recommendations  for 
the  City  Manager  with  regard  to  physical,  physical  agility, 
psychological,  and  intelligence  testing  for  the  Driver-Pump 
Operator  position  class.  Outside  expertise  should  be  used  in 
preparing  these  recommendations  as  necessary. 


30.  That  the  Chief,  the  Administrative  Assistant  to  the  City 
Manager,  and  the  Recreation  Director  research,  analyze,  and 
prepare  recommendations  for  the  City  Manager  on  physical  fit- 
ness standards  of  a maintenance  nature  for  existing  employees . 
Many  Fire  Departments  have  problems  with  long  term  employees 
who  get  out  of  physical  condition  and  cannot  cope  with  the 
physical  stress  of  the  position  in  their  later  years.  Outside 
expertise  should  be  used  as  needed  in  helping  to  prepare  the 
recommendations.  Adequate  equipment  and  the  time  necessary 
to  maintain  the  physical  fitness  standards  should  be  provided. 


31.  That  the  City  install  basic  kitchen  facilities  in  the 
Fire  Station  so  that  the  present  practice  of  providing  de- 
partmental personnel  with  the  opportunity  'to  go  out  of  the 
station  for  one  hour  lunch  and  supper  breaks  be  discontinued. 
The  reduction  of  manpower  lowers  the  service  capabilities 
level  at  the  station  during  those  two  periods  each  day,  leaving 
only  one  man  on  duty  to  handle  requests  for  service.  The  men 
are  now  serving  an  average  of  one  day  on  duty  out  of  three 
so  that  the  requirement  of  staying  at  the  station  during  these 
two  periods  would  not  create  a hardship  on  the  employees  if 
basic  kitchen  facilities  were  installed. 
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That  personnel  regulations  regarding  sick  leave  and  vaca- 
j ?ave  ProPerly  adjusted  to  comply  with  the  duty  hour 
schedule  that  applies  to  the  fully  paid  personnel.  It  is  stand- 
ard . procedure . in  communities  with  contemporary  personnel  regu- 
lations to  adjust  the  sick  and  vacation  leave  benefits  for 
firefighting  personnel  who  are  on  a duty  week  status  so  that 
their  benefits  are  equal  with  those  persons  on  the  city  payroll 
on  a work  week  basis. 


33.  That  the  Chief  become  a member  of  the  International 
Association  of  Fire  Chiefs  and  the  North  Carolina  counterpart 
organization.  The  Chief  should  participate  in  relevant  programs 
and  take  the  opportunity  to  find  out  how  other  municipalities 
are  making  fire  protection  service  more  effective. 


Equipment  and  Apparatus 

34.  That  all  future  purchases  of  protective  coats  and  pants 
be  specified  according  to  the  NFPA  pamphlet  dealing  with  pro- 
tective clothing,  specifically  flame  retardant  outer  shell 
material  and  adequate  inside  lining  that  will  protect  against 
thermal  burns . A controlled  and  budgeted  replacement  program 
for  existing  protective  clothing  should  be  implemented  as  soon 
as  possible. 


35.  That  all  helmets  purchased  meet  applicable  federal  stand- 
ards. Helmets  with  pull-down  face  and  eye  protection  shields 
should  be  reconsidered.  With  proper  training  this  type  of 
helmet  can  be  effectively  used.  The  prevention  of  one  serious 
injury  to  the  face  and/or  eyes  will  be  well  worth  the  invest- 
ment of  the  time  and  the  money. 


36.  That,  as  a prescribed  standard,  a minimum  of  four  complete 
sets  of  thirty  minute  self-contained  breathing  apparatus : and 
four  spare  bottles  be  positioned  on  each  pumper . truck  for  use 
of  firefighting  personnel  at  the  scene  or  the  ure.  Such 
equipment  should  meet  federal  standards.  The  instant  avail- 
ability and  use  of  this  equipment  could  prevent  personnel 
injury  or  death.  The  air  bottles  should  be  checked  periodically 
to  make  sure  they  meet  required  standards. 


37.  That  two  jumpsuits  with  proper  identification  and  made  of 
fire  retardant  material  be  issued  to  each .member  of  the  paid 
staff  of  the  Department  for  work  and  routine  station  and  drill 
activities  Up’ to  30%  reduction  in  uniform  replacement  cost 
mav  be  realized  with  the  jumpsuit  utilization  and  the  subsequent 
decrease  in  other  uniform  replacement  issues. 


38. 


That  the  practice  of  using  dress  uniforms,  other  than  for 


■ 
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public  appearances  of  a specialized  nature,  be  discontinued 
and  the  prior  recommendation  be  utilized. 


39.  That  all  apparatus  be  given  an  annual  pump  test  certifica- 
tion as  prescribed  in  the  NFPA  pamphlet  dealing  with  automotive 
fire  apparatus . 


40.  That  a comprehensive  driver  training  program  for  the 
existing  Driver-Pump  Operators  be  established  and  implemented 
and  that  interested  and  qualified  volunteers  be  selected  as 
primary  backup  drivers  and  also  be  given  the  training  program. 
The  practice  of  relying  solely  on  off  duty  Driver-Pump  Operators 
returning  to  the  Fire  Station  is  at  best  questionable.  Examples 
of  two  separate  driver  training  step  programs  have  been  provided 
to  the  Fire  Chief. 


41.  That  the  third  pumper  truck  be  modified  to  incorporate 
a hydraulically  operated  telescoping  boom  for  elevated  fire 
stream  deployment.  The  need  for  this  capability  is  acute  in 
the  business  and  industrial  areas  of  the  City  and  should  be 
considered  in  lieu  of  an  aerial  truck  which  would  cost  in  the 
range  of  $100,000  to  $150,000  depending  on  the  model.  The 
conversion  of  the  third  pumper  as  discussed  in  this  recommenda- 
tion would  cost  approximately  $20,000  to  $25,000.  This  item 
should  be  included  in  the  Long  Range  Capital  Improvements  Plan 
and  Budget.  The  Fire  Chief  has  been  furnished  with  additional 
inf ormationjon  this  matter . 


42.  That  all  future  pumper  trucks  purchase  specifications 
incorporate  1000  gpm  pumps,-  V-8  diesel  engines,  automatic 
transmissions,  and  jumpseats  behind  the  cab.  This  combination 
operates  more  effectively  and  protects  the  department  personnel 
better  while  going  to  and  from  the  emergency  scene,  as  well  as 
at  the  site. 


43.  That, on  all  present  pumpers,  personnel  riding  to  and  from 
the  scene  of  the  fire  on  the  rear  deck  of  the  apparatus  should 
j^0  trained  on  how  to  stand  and  how  to  get  on  and  of j.  tne  rear 
of  the  pumper  apparatus.  A high  number  of  accidents  are  caused 
each  year  in  the  United  States  by  the  improper  use  of  the  rear 
deck  as  a personnel  carrying  area.  Whenever  practical,  personnel 
should  be  discouraged  from  riding  on  the  rear  deck  of  the 

apparatus . 


44  That  at  least  1,000  feet  of  four  inch  diameter  hose  be 
placed  on  the  third  pumper  truck  for  the  fighting  of  fires  in 
the  commercial  and  industrial  areas  ox  the  City. 


Jr* 
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45.  That  the  first-out  pumper  truck  have  700  feet  of  four  inch 
diameter  hose  incorporated  on  it  in  a split-bed  hose  load. 

The  potential  fire  flow  requirements  in  the  commercial  and 
industrial  areas  of  the  City  warrant  this  recommendation. 


46.  That  the  existing  preventive  maintenance  program  for 
apparatus  be  upgraded  to  a comprehensive  program  for  early 
detection  and  remedy  of  mechanical  problems.  Such  a program 
should  be  initiated  by  the  Fire  Chief.  A comprehensive  check- 
list on  the  subject  should  be  prepared  for  each  piece  of 
apparatus . This  checklist  should  be  printed  and  a checklist 
form  filled  out  each  day  for  each  pumper  to  show  that  each 
piece  of  apparatus  has  been  completely  checked  as  required. 
Once  a week  a dry  vacuum  pump  test  should  be  carried  out  on 
each  of  the  pumper  trucks . 


47.  That  the  volunteer  squads  be  assigned  specific  pieces  of 
apparatus/equipment  for  upkeep  and  first  line  preventive 
maintenance  in  conjunction  with  the  responsibilities  of  the 
Driver-Pump  Operators.  The  Chief  should  formally  recognize 
the  Squad/Driver-Pump  Operators  Team  whose  apparatus/equipment 
maintenance  is  best. 


Note:  This  Memorandum  relates  closely  to  the  Memoranda  on 

the  City  Manager's  Office  Operations  - No.  1,  the 
Community  Development  Department  Operations  - No.  2, 
the  Police  Department  Operations  -No.  4,  and  the  Public 
Services  Department  Operations  - No.  6. 
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MEMORANDUM 


Date: 

To: 

From: 

Subject: 


October,  1976 

Mayor  and  City  Commission 

Lydens  Associates 

Public  Services  Department  Operations-Memorandum  No.  6 


Conclusions 


There  is  a need  to  improve  the  coordination  and  integration  of 
the  various-public  services  operations  . 

There  is  a need  to  reduce  the  number  of  public  services  person- 
nel reporting  directly  to  the  City  Manager. 

There  is  a need  to  improve  the  maintenance  and  organization  of 
the  public  services  operational  (yard)  area. 

There  is  a need  to  introduce  basic  management  systems  for 
planning,  supervision,  control,  and  evaluation  of  public  ser- 
vices operations. 


Recommendations 


General 

1.  That  a Public  Services  Department  encompassing  an  Engineer 
ing  Division,  Streets  Division,  Water  and  Wastewater  Division, 
Buildings  and  Grounds  Division,  and  Garage  Division  be  estab- 
lished. The  present  and  proposed  organization  of  the  public 
services  operations  follows  this  memorandum. 


2.  That  the  present  City  Engineer  be  appointed  to  the  position 
of  Public  Services  Director/City  Engineer  to  direct  the  total 
operations  of  the  Department.  He  should  continue  to  hold  the 
title  of  Assistant  City  Manager  as  an  additional  responsibility. 


3.  That  the  Director  take  advantage  of  career  development 
opportunities  presented  by  the  Institute  of  Government,  the 
American  Public  Works  Association  training  courses,  and  other 
development  opportunities  in  the  Public  Services  (Public  Works 
and  Utilities)  field.  The  Director  should  also  visit  the  public 
works  and  utilities  operations  of  selected  municipalities  in 
North  Carolina  to  learn  about  different  approaches  to  public 
services  management. 


4 That  the  Director  become  a member  of  the  American  Public 
Works  Association  at  the  national  and  state  levels  and  partici- 
pate in  its  activities. 
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5.  That  the  Director  be  actively  involved  in  the  Long  Range 
api  a Improvement  Plan  and  Budget,  the  Community  Facilities 
Plan,  the  Land  Use  Development  Plan,  and  the  Major  Thorough- 
fare Plan.  J 


6.  That  the  Director  have  input  with  regard  to  all  rezoning 
request  reviews.  The  change  in  land  use  can  have  a direct 
effect  on  the  street  pattern  needs,  traffic  engineering  needs, 
# and  wastewater  lines  needs  and  waste  treatment  needs. 

The  Director  is  in  the  position  to  point  out  these  facts  so 
that  those  individuals  responsible  for  the  recommending  of 
action  to  be  taken  and  those  having  to  make  the  decision  on 
the  rezoning  requests  will  be  equipped  with  all  possible 
information. 


7.  That  the  Director  and  the  Superintendents  annually  hold  a 
Goals  and  Objectives  Conference  as  soon  as  possible  after  the 
beginning  of  the  calendar  year  for  the  period  of  the  next 
fiscal  year.  The  results  of  the  Conference,  along  with  requested 
input  from  other  department  heads  concerned  with  public  ser- 
vices operations  (Police  Chief,  Fire  Chief,  and  Recreation 
Director) , should  be  put  into  a written  report  by  the  Director 
and  forwarded  to  the  City  Manager  for  his  information  so  that 
both  may  be  better  prepared  to  make  objective  decisions  re- 
garding public  services  management  and  budgetary  decisions. 


8.  That,  as  soon  as  possible  after  the  fiscal  year  begins, 
the  Director  prepare  as  information  for  the  Mayor  and  City 
Commission,  the  City  Manager,  other  department  heads,  and  the 
news  media  a Public  Services  Department  Project  Schedule  based 
upon  the  Annual  Budget  adopted  by  the  City  Commission.  This 
would  have  two  advantages.  The  citizens,  the  Mayor  and  City 
Commission,  and  the  other  department  heads  will  know  what  the 
Public  Services  Department  plans  to  achieve  during  the  year 
in  the  way  of  projects.  The  other  department  heads  would  be 
able  to  better  coordinate  their  plans  and  activities. 


9.  That  a Public  Services  Task  Force  unit  be  established 
under  the  control  of  the  Public  Services  Director  after  he 
has  become  familiar  with  all  departmental  operations.  The 
Task  Force  would  consist  of  those  personnel  in  each  division 
who,  for  a period  ranging  from  a few  hours  to  a whole  work 
week,  will  not  be  needed  by  the  particular  division _ during  that 
time.  The  Director  would  make  decisions  on  the  assignment  of 
Task  Force  personnel  based  upon  weekly  work  plans  submi  uted 
the  prior  Friday  morning  for  his  review  and  approval  by  each 
Superintendent.  The  Director  should  explain  to  the  division 
heads  the  concept  and  the  advantages  of  the  weekly  work  plan 
and  of  the  Task  Force.  The  division  heads  should  be  directed 
to  contribute  personnel  on  a temporary  basis  to  the  Task  Force 
so  that  during  valley  type  work  periods  employee  productivity 


' 


. 


6-3 


wasted,  and  so  that  during  peak  working  periods 
^V1S1°^  heads  would  have  a source  of  additional  manpower 
readily  available.  Spin-off  advantages  to  the  use  of  the  Task 
Force  concept  would  be  that  of  reducing  citizen  complaints 
about  seeing  more  personnel  at  a project  site  than  are  pro- 
ductively working;  and,  based  upon  records  kept  for  a period 
of  time,  whether  the  permanent  staff  of  one  or  more  of  the 
divisions  would  be  reduced. 


10.  That  the  Director,  prior  to  the  implementation  of  the 
Task  Force  concept,  discuss  the  advantages  of  the  concept 
and  the  way  it  will  work  with  the  rank  and  file  employees  of 
the  Department. 


11.  That,  at  such  time  as  cost  accounting  is  introduced  as  a 
management  tool,  the  Director  and  the  Finance  Director  work 
out  a procedure  whereby  proper  credit  and  debits  could  be 
maintained  with  regard  to  the  use  of  Task  Force  personnel  and 
the  temporary  contribution  of  personnel  into  the  Task  Force. 


12.  That  the  Director  work  with  the  Administrative  Assistant 
to  the  City  Manager  with  regard  to  scheduling  and  implementing 
safety  education  meetings  for  the  personnel  of  the  Department. 
Local  industry,  the  insurance  company  carrying  the  City’s 
workman's  compensation  insurance,  and  state  agencies  of  a 
relevant  nature  should  be  utilized  as  sources  of  educational 
program  speakers . This  type  of  educational  program  should  be 
held  at  least  monthly.  Weekly  short  "tailgate"  sessions  should 
be  held  by  the  Superintendents  for  their  personnel. 


13.  That  the  Director  and  the  division  heads  hold  a short 
work  program  meeting  each  Monday  morning  prior  to  the  regular 
work  day.  The  week's  work  program  for  each  division  along  with 
assignments  of  personnel  from  the  Task  Force  would  be  discussed 
and  any  last  minute  problems  ironed  out.  This  should  comple- 
ment, not  substitute,  for  the  activity  programming  requirements 
discussed  in  recommendation  no.  9. 


14.  That  the  Director  and  the  division  heads  working  together 
as* a team  begin  to  compile  accurate,  up-to-date  records  on  the 
street  system  including  curb  and  guttering  and  sidewalks,  the 
storm  drainage  system,  the  water  distribution  system,  and  the 
wastewater  collection  system.  Information  concerning  size, 
material,  condition,  and  location  should  be  gathered  and  maps 
and  necessary  tables  and  related  records  prepared.  Older 
departmental  personnel  should  be  utilized  as  a data  source. 

Once  prepared,  the  subject  information  should  be  updated  when- . 
ever  improvements  or  replacements  are  made.  This  information  is 
invaluable  for  a wide  variety  of  planning  and  management  pur- 
poses, as  well  as  for  effective  current  operations. 
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15,  That  the  relevant  city  and  county  officials  discuss  the 
preparation  and  purchase  of  the  necessary  sets  of  current 
and  accurate  tax  maps  for  the  needs  of  the  two  jurisdictions 
and  specifically  the  Public  Services  Department. 


16.  . That  the  City  enter  into  an  agreement  with  an  aerial 
mapping  firm  to  prepare  l’,=200'  topographical  maps  with  a 
contour  interval  of  not  more  than  five  feet  with  two  feet 
being  preferable  along  with  aerial  photographs  of  the  same 
scale  of  the  present  and  proposed  Oxford  area  that  could  be 
served  by  the  City  so  that  accurate  long  range  and  short  range 
planning  for  public  services  operations  and  annexation  re- 
quirements could  take  place.  They  could  also  be  used  for  the 
preparation  and  updating  of  comprehensive  plan  components.  The 
fiscal  and  time  factors  involved  in  the  preparation  of  the 
topographical  maps  should  be  ascertained  and  the  project 
scheduled  accordingly.  The  sooner  the  City  has  such  maps  the 
sooner  it  will  be  able  to  do  a more  effective  job  in  carrying 
out  its  planning  and  public  services  operations. 


17.  That  the  Public  Services  Operations  Area  (Yard)  be  given 
a thorough  cleaning  both  inside  and  out.  Time  should  be  set 
aside  as  soon  as  possible  and  all  available  and  qualified 
Public  Services  Department  personnel  should  be  utilized  for 
the  following  activities : 

a.  Removal  of  all  trash  from  within  and  without  the 
buildings,  sheds,  and  so  forth. 

b.  Disposal  of  the  non-salvageable  material  at  the 
sanitary  landfill. 

c.  Disposal  of  the  salvageable  material  to  the  proper 
source  and  deposit  of  funds  received  to  the 
Finance  Department. 

d.  Return  of  supplies  and  materials  to  their  proper 
storage  area,  and  eventually  into  the  warehouse  area. 

e.  Rudimentary  landscaping  of  the  grounds  with  shovels 
and  rakes. 

f.  Repair  and  resurfacing  of  roadways. 

g.  Broom  cleaning  of  the  interiors  of  all  buildings. 

h.  Basic  repair  of  all  electrical,  plumbing,  and  heating 
facilities  as  needed. 

i.  Painting  of  all  exterior  and  interior  walls  of  the 
various  structures. 

j . Parking  of  motorized  and  other  equipment  in  an  orderly 
fashion,  based  upon  Engineering  Division  design  and 

layout. 

Once  this  has  been  accomplished,  a set  time  each  week  should 
be  set  aside  to  keep  the  Operations  Area  in  order.  Task  Force 
personnel  could  be  used  for  this  purpose.  It  is  easier  to 
operate  in  an  effective  manner  if  the  base  of  operations  is 
v**.  in  order  The  Director  should  arrange  for  the  implementa- 
tion of  this  recommendation . 
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18.  That  the  Director,  with  input  from  the  division  heads, 
develop  plans  for  an  operations  area  that  would  be  large 
enough  to  take  care  of  the  long  range  needs  of  the  City. 

The  plans,  along  with  a narrative  report  that  should  include 
possible  locations,  development  phasing,  and  estimated  costs, 
should  be  forwarded  to  the  City  Manager  for  his  consideration 
and  further  action. 


19.  That,  as  an  alternative  to  the  prior  recommendation,  the 
Director,  with  input  from  the  division  heads,  draw  up  an 
Operations  Area  improvement  plan  and  implementation  schedule 
for  the  review  and  consideration  of  the  City  Manager.  Such  a 
plan  should  provide  for  the  best  possible  use  of  the  existing 
structures  with  any  remodeling  necessary,  the  removal  as  neces- 
sary of  any  existing  structures,  and  the  construction  of  any 
additional  structures  needed,  with  the  ultimate  goal  of  utili- 
zing the  Operations  Area  in  the  most  effective  manner  possible. 
The  central  warehouse  facility,  recommended  in  Memorandum  No.  3 
(Finance  Department  Operations) , should  be  kept  in  mind.  A 
logical  schedule  of  the  improvements  to  be  made  should  be 
included  with  the  plan  along  with  any  cost  factors. 


20.  That  no  private  vehicles  other  than  those  involved  with 
official  city  business  be  allowed  in  the  Operations  Area. 
This  is  necessary  from  both  a control  factor  and  from  the 
point  of  keeping  the  crowded  area  as  clear  as  possible  for 
effective  city  business. 


21.  That  the  city  owned  lot  adjacent  to  the  Operations  Area 
be  properly  developed  for  the  purpose  of  employee  parking. 


22.  That  the  transfer  of  the  Dog  Warden  and  dog  pound  opera- 
tions to  the  exclusive  jurisdiction  of  the  County  be  explored 
by  the  relevant  city  and  county  officials.  An  analysis  of  the 
assignment  of  animal  control  responsibilities  would  most 
likely  show  a trend  of  counties  taking  over  this  responsibility. 

23.  That  the  Director,  with  the  assistance  of  the  division 
heads,  prepare  a Public  Services  Department  Operations 
Manual  for  use  by  the  relevant  personnel  in  the  Department. 


Engineering  Division 

24.  That  the  Division,  under  the  supervision  of  the  Director, 
be  * responsible  for  the  coordination  of  all  civil  engineering 
and  civil  engineering  related  work  on  the  same  physical  project 
site  by  the  different  divisions  of  the  Department  in  order  to 
assure  maximum  utilization  of  manpower,  equipment,  and 

materials . 
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25,  That  the  Division,  under  the  supervision  of  the  Director, 
be  responsible  for  coordinating  the  Department's  work  with  the 
work  in  the  city  right-of-way  by  private  sector  firms,  whether 
they  are  under  contract  to  the  City  or  not,  to  avoid  the  estab- 
lishement  of  counterproductive  work  for  the  city  forces.  While 
this  is  being  done  to  a certain  extent  now,  it  should  be  done  at 
all  times.  Proper  policy  should  be  adopted  and  a procedure 
designed  to  implement  this  recommendation,  including  the  re- 
quirement of  a permit  for  private  sector  firms  to  do  work  in 
the  public  right-of-way. 


26.  That  the  Division,  under  the  supervision  of  the  Director, 
be  responsible  for  civil  engineering  inspecting  of  all  construc- 
tion and  installation  work  done  for  the  City,  whether  it  is 
accomplished  by  city  forces  or  private  contractors,  or  a com- 
bination, for  compliance  with  specifications  and  city  policies, 
and,  in  the  case  of  private  contractors,  contract  provisions 
also.  On  major  projects  where  consulting  engineers  are  used, 
the  consulting  engineers  should  be  required  to  furnish  in- 
spection services  that  meet  the  City's  requirements,  with  the 
Engineering  Division  being  responsible  for  seeing  that  the 
consulting  engineers  meet  the  City's  requirements. 


27.  That  the  Division,  under  the  supervision  of  the  Director, 
be  responsible  for  municipal  project  progress  control,  whether 
of  a city  or  private  sector  contract  nature.  Control  responsi 
bilities  should  be  defined  by  the  City  Manager  so  that  all 
relevant  city  personnel  are  aware  of  this  assigned  responsi- 
bility of  the  Engineering  Division. 


28.  That  the  Director,  the  Finance  Director,  the  Purchasing 
Supervisor,  and  the  division  heads  in  the  Public  Services 
Department  work  together  to  anticipate  the  capital  project 
supplies  and  materials  needs  for  the  projects  in  a given  fiscal 
year  to  be  implemented  by  city  forces  so  that  the  supplies  and 
materials  can  be  purchased  at  the  best  prices  possible  and  be 
readily  available  for  the  city  work  forces  when  needed.  The 
advantage  of  purchasing  materials  and  supplies  under  state 
contract  should  also  be  investigated. 


29.  That  the  Director  prepare,  for  the  City  Manager's  review 
and  recommendation  to  the  City  Commission,  a policy  on  street 
lighting.  The  City  Commission  should  then  consider  the  recom- 
mendations and  adopt  a street  lighting  policy  that  can  be 
professionally  implemented  on  an  objective  basis  by  the  Engineer- 
ing Division,  within  the  budgetary  limitations  set  by  the 
City  Commission  in  a given  fiscal  year. 


30  That  the  procedure  for  street  lighting  policy  discussed 
above  also  be  applied  to  the  policy  for  the  installation  of 
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^ra^flc  c°ntrol  signals.  Such  a policy  should- cover  provision 
for  involving  the  State  Department  of  Transportation  where 
signalization  is  concerned  with  one  or  more  state  system 
streets..  The  policy  should  also  include  provision  of  accident 
information  by  the  Police  Department. 


Streets  Division  

31.  That  the  Director  and  the  Streets  Superintendent  draft 
for  the. City  Manager's  review  and  recommendation  to-  the  City 
Commission  a policy  on  the  maintenance  of  unpaved  streets. 

The  City  Commission  should  then  consider  the  City  Manager's 
recommendations  and  adopt  an  unpaved  streets  maintenance  policy 
that  can  be  professionally  implemented  by  the  Streets  Division. 
Use  of  prime  oil  treatment  on  an  annual  basis  should  be  included 
in  the  policy. 


32.  That  the  Director  and  the  Superintendent  research  what 
other  progressive  municipalities  in  North  Carolina  are  doing 
about  the  paving  of  streets  for  which  no  paving  petitions  have 
been  received.  Looking  only  at  the  cost  factor  of  maintenance 
for  unpaved  streets,  it  is  readily  evident  that  such  maintenance 
is  not  a sound  investment  of  the  budget  dollar.  Combined  with 
the  factors  of  storm  drainage  problems,  automotive  and 
pedestrian  safety  problems,  and  esthetics,  it  is  apparent  that 
the  paving  of  unpaved  streets  is  a program  that  needs  priority 
attention.  Upon  completion  of  the  necessary  research,  the 
Director  and  the  Superintendent  should  prepare  a report  with 
recommendations  for  an  unpaved  street  paving  policy  which 
should  include  widths  for  various  classifications  of  streets, 
depth  of  base,  leveling  and  surface  courses,  curb  and  gutter 
specifications,  and  so  forth.  If  the  City  does  not  have 
authority  to  order  down  paving,  acquiring  such  authority 
should  be  considered  and  incorporated  into  the  street  paving 
policy.  Upon  review  of  this  report,  the  City  Manager  should 
make  his  recommendations  to  the  City  Commission  on  the  sub- 
ject for  its  consideration. 


33.  That  the  unpaved  street  paving  policy  should  include  or 
be  accompanied  by  a policy  concerning  any  necessary  waterline 
and/or  wastewaterline  improvements.  Such  improvements  should 
be  made  prior  to  the  paving  of  a street.  A parallel  policy 
should  be  established  for  initial  waterline  and  wastewaterline 
installation. 


34.  That,  upon  adoption  of  the  unpaved  streets  paving  policy, 
the  paving  of  the  unpaved  streets  be  included  in  the  Long  Range 
Capital  Improvements  Plan  and  Budget.  All  local,  state,  and 
federal  sources  of  funding  should  be  explored  by  the  Public 
Services  Director,  the  Community  Development  Director,  and  the 

Finance  Director. 
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a written  policy  regarding  storm  drainage  in 
public  rights-of-way  and  on  private  property  be  established 
bY  the  City  Commission  upon  recommendation  of  the  Director 
and  the  City  Manager.  Such  policy  should  include  standards  of 
design  and  requirements  for  placing  storm  drainage  pipe  on 
private  property . Where  water  flows  in  a natural  drainage 
way  and  comes  from  a public  street,  the  storm  drainage 
plans  should  be  designed  by  a professional  engineer. 


36.  That  the  responsibility  for  the  preparation  of  and  in- 
stallation of  traffic  control  signs  and  street  name  signs  be 
formally  assigned  to  the  Division  and  that  the  existing  traffic 
control  signs  located  in  two  or  more  places  be  consolidated 
under  the  control  of  the  Superintendent.  The  responsibility 
for  determining  the  needs  and  placement  of  traffic  control 
signs  should  be  given  to  the  Engineering  Division  under  the 
supervision  of  the  Director. 


37.  That  a traffic  control  sign/street  name  sign  vacuum  ap- 
plicator be  purchased  for  the  Division  so  that  street  name 
signs  and  traffic  control  signs  can  be  fabricated  in  Oxford 
rather  than  purchased  already  fabricated  at  a higher  cost. 

With  the  added  savings  of  the  existing  signs  that  can  have  new 
faces  applied  over  them,  the  savings  will  mount  up.  The  use 
of  the  vacuum  applicator  for  custom  made  signs  will  bring 
yet  another  savings  to  the  City. 


38.  That  "Slow  Children  Playing"  warning  signs  not  be  in- 
stalled or  replaced  any  more.  Studies  have  shown  that  these 
signs  are  ineffective  to  motorists  and  give  children  and  their 
parents  a false  sense  of  security.  Theoretically  requests 
could  be  justified  for  twice  as  many  signs  as  there  are  resi- 
dential blocks  in  the  City.  In  addition  to  the  cost  of  materials, 
the  time  for  sign  production  and  installation  of  that  sign  is 
an  ineffective  use  of  manpower  and  equipment. 


Sanitation  Operations 

39 .  That  formal  written  policies  concerning  residential  trash 
pickup  service  be  prepared  by  the  Director  for  submission  and 
review  by  the  City  Manager  and  recommendation  by  him  to  the 
City'  Commission  for  consideration.  The  policy  should  not 
only  clearly  spell  out  what  will  be  picked  up  and  on  what 
schedule,  but  also  whether  the  contract  collector  or  city  forces 
or  a combination  of  both  will  pick  up  various  types  of  resi- 
dential trash.  Once  adopted  by  the  City  Commission,  the  in- 
formation should  be  clearly  disseminated  to  all  residential 
occupants  in  the  City  through  the  news  media  and  through  the 
annual  report  document  discussed  in  Memorandum  No.  1 
(City  Manager's  Office  Operations). 


. 
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40..  That  the  Director,  with  the  assistance  of  the  Administrative 
Assistant  to  the  City .Manager , research  what  other  cities  in 
the  state  and  the  nation  are  including  in  the  request  for 
proposal  for  contract  refuse  collection.  There  have  been 
many  advances  in  refuse  collection  in  the  past  few  years . Such 
items  as  length  of  contract  (to  encourage  greater  investment  in 
proper  equipment) , site  of  collection,  frequency  of  collection, 
limits. on  refuse  that  will  be  removed  including  types  and  volume, 
specifications  for  collection  vehicles,  possible  furnishing  of 
refuse  containers  (by  City  or  by  contractor  with  a long  enough 
contract  to  “amortize  the  cost  of  the  containers)  to  cut  the 
cost  of  collection  by  integration  of  the  containers  with  the 
equipment,  thereby  reducing  labor  costs  and  related  matters 
should  be  considered.  The  North  Carolina  League  of  Munici- 
palities and  the  American  Public  Works  Association  are  good 
prime  sources  for  current  information.  Lydens  Associates  would 
be  glad  to  assist  the  City  in  studying  methods  to  reduce  refuse 
collection  costs  in  Oxford. 


41.  That  the  Director,  with  the  Assistance  of  the  Administrative 
Assistant  to  the  City  Manager,  in  conjunction  with  the  above 
study  research  the  alternative  to  contract  collection,  that  of 
the  City  going  back  into  the  refuse  collection  business  or  a 
portion  of  it  if  a significant  savings  could  be  obtained  by 
doing  so.  This  would  require  a thorough  analysis  of  all  costs 
projected  over  enough  years  to  amortize  the  cost  of  the  initial 
equipment  and  conceivably  collection  containers  so  that  the 
City  could  choose  an  approach  that  wouldmake  the  most  sense 
from  both  the  service  and  the  economy  viewpoints.  This  type 
of  study  should  be  made  periodically  since  there  are  constant 
improvements  in  the  field  of  refuse  collection  and  there  is  always 
a likelihood  that  one  or  more  advances  applicable  to  the  City 
of  Oxford  would  make  it  more  effective  for  the  City  to  return 
to  the  refuse  collection  business  on  its  own.  A side  advantage 
to  this  type  of  study  is  that  it  will  provide  the  City  with 
information  that  will  help  it  to  negotiate  the  best  price 
possible  with  a refuse  collection  contractor,  because  the  City 
will  know  what  the  realistic  figure  is  for  collecting  the 
refuse  itself. 


42.  That  the  Director,  with  the  assistance  of  the  Administra- 
tive Assistant  to  the  City  Manager,  analyze  the  needs  for  street 
cleaning  on  a comprehensive  basis  and  work  out  an  objective 
schedule  that  will  meet  the  needs  of  the  City  in  the  most 
effective  manner  utilizing  both  sweeping  and  flushing  if  ap- 
propriate # Again  there  are  constant  advances  being  made  in 
the  field  of  street  cleaning  from  both  the  equipment  available 
on  the  market  and  the  approaches  used.  The  American  Public 
Works  Association  is  a good  source  for  current  information  on 
advances  in  this  field. 
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Garage  Division 

43..  That  the  city  vehicle  preventive  maintenance  and  repair 
activities  be  removed  from  the  jurisdiction  of  the  Streets 
Superintendent  and  placed  directly  under  the  jurisdiction  of 
the  Director  with  the  senior  automotive  mechanic  being  assigned 
title  of  Garage  Superintendent.  (It  should  be  understood 
that  he  would  be  a working  Superintendent.)  This  will  allow 
the  Streets  Superintendent  to  devote  his  full  energies  to 
street  construction  and  maintenance  activities  and  remove  to 
a great  extent  any  latent  feeling  that  the  Garage  Division 
operations  are  going  to  take  care  of  only  the  Streets  vehicles 
to  any  degree.  It  will  also  put  the  garage  operation  under 
higher  level  management  supervision  and  control  supervision  by 
being  directly  responsible  to  the  department  head  with  the  most 
city  vehicular  equipment.  As  a department  head,  he  will  have 
an  easier  time  communicating  with  other  department  heads  on 
vehicle  maintenance  problems. 


44.  That  the  Director  and  the  Garage  Superintendent  review  and 
analyze  the  need  for  basic  additional  automotive  repair  and 
maintenance  equipment  and  tools.  This  should  be  done  objectively. 
Other  municipalities  of  similar  size  that  have  a sound  garage 
operation  should  be  visited  and  information  secured  as  to  what 
equipment  and  tools  the  City  provides  and  what  tools  the  mechanic 
personnel  are  expected  to  provide  themselves. 


45.  That  the  Director  and  the  Administrative  Assistant  to  the 
City  Manager  analyze  the  training  needs  of  the  Garage  Division 
staff  and  make  arrangements  for  the  necessary  training,  with 
the  approval  of  the  City  Manager.  Possible  training  sources 
would-be  area  equipment  dealers,  the  American  Public  Works 
Asssociation  ;'annual  equipment  maintenance  workshops , and  the 
local  technical  institute.  On  the  job  observation/participation 
in  a well  operated  municipal  garage  in  another  North  Carolina 
municipality  would  also  be  a possibility. 


46.  That  there  be  a written  preventive  maintenance  policy 
prepared  for  all  classes  of  vehicular  and  heavy  equipment. 

The  Director  should  work  closely  with  the  other  department 
heads  having  vehicles  assigned  to  their  departments  as  well 
as  the  Garage  Superintendent.  This  policy  should  include 
which  preventive  maintenance  responsibilities  should  be  assigned 
to  the  operational  departments  and/or  divisions  and  which  should 
be  assigned  to  the  Garage  Division.  The  administrative  policy, 
after  approval  of  the  City  Manager,  should  be  translated  into 
Drocedures  and  regulations  and  disseminated  to  all  relevant 
departments  and  divisions  concerned  through  the  various 
department  operations  manuals  and  the  Administrative  Regulations 

Manual . 
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47.  That  responsibility  be  placed  on  the  garage  staff  to  keep 
the  necessary  records  that  would  allow  determination  of  the 
schedule  for  preventive  maintenance  work  at  the  garage.  The 
Garage  Superintendent,  under  the  supervision  of  the  Director, 
should  have  the  - authority  to  order  the  vehicles  and  heavy 
off  the  line  and  into  the  garage  as  necessary. 


48.  That  a policy  be  established  to  determine  what  vehicular 
and  heavy  equipment  repair  work  shall  be  done  by  the  personnel 
of  the  operational  unit,  which  by  the  Garage  Division  personnel, 
and  which  by  personnel  in  the  private  sector.  After  an  ob- 
jective study  by  relevant  personnel  in  the  Public  Services 
Department,  Police  Department,  and  the  Fire  Department,  the 
policy  and  related  procedures  should  be  included  in  the 
operations  manuals  of  the  three  departments. 


49.  That,  based  upon  the  prior  two  recommendations  and 
available  past  vehicular  records,  an  analysis  should  be  made 
of  the  total  work  load  of  the  Division  including  preventive 
maintenance  responsibilities  as  well  as  repair  responsibilities. 
Based  upon  this  analysis,  which  should  be  carried  out  by  the 
Director,  the  Superintendent,  and  the  Administrative  Assistant 
to  the  City  Manager,  a report  should  be  made  to  the  City 
Manager  recommending  what  necessary  additional  manpower  (if  any) 
and  equipment  and  tools  beyond  those  recommended  in  no.  44  (if 
any)  should  be  added  to  the  Garage  Division.  Input  from  those 
department  and  division  heads  having  vehicular  equipment  should 
be  secured  for  this  analysis. 


50.  That  the  unused  shop  equipment  in  the  garage  be  declared 
surplus  and  disposed  of  at  the  best  price  possible.  The  revenue 
received  should  be  reappropriated  by  the  City  Commission  for 
use  in  purchasing  equipment  and  tools  found  to  be  necessary 
as  the  results  of  recommendations  no.  44  and  no.  49. 


51.  That  the  Garage  Superintendent  be  responsible  for  making 
out  the  initial  work  orders  for  any  preventive  maintenance 
and  repair  work  done  on  city  vehicles,  with  one  copy  of  the 
work  orders  going  to  the  Finance  Director  so  that  proper 
accounting  entries  can  be  made  and  one  copy  going  to  the  de- 
partment or  division  head  requesting  the  service  for  his 
information.  The  Director  should  periodically  review  the 
work  orders  completed  and  discuss  any  difficulties  that  the 
Superintendent  or  other  department  heads  have  brought  to  his 

attention. 


52  That  the  Garage  Division  staff  meet  the  state  inspection 
certification  requirements  and  the  City  become  a self-inspector, 
and  that  the  state  inspection  requirements  be  coordinated  with 
preventive  maintenance  program  so  that  city  vehicles  are 
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not  in  violation  of  these  requirements,  and  so  that  special 

trips  to  the  garage  are  not  required  for  state  inspection 
only. 


53.  That,  after  the  above  recommendations  have  been  imple- 
mented to  the  extent  desired  by  the  City,  the  concept  of  estab- 
lishing one  motor  pool  for  all  city  vehicular  and  heavy  equip- 
ment be  investigated  with  the  departments  "leasing"  their 
vehicles  and  equipment  from  the  City  Garage.  This  would  give 
the  City  certain  advantages  from  the  purchasing,  utilization 
of  common  type  equipment  by  the  department  or  division  most 
needing  the  equipment,  and  better  control  over  preventive 
maintenance  operations.  The  additional  record  keeping  and 
administrative  time  necessary  to  make  the  motor  pool  concept 
work  properly  are  the  disadvantages  of  this  concept.  There- 
fore, it  is  imperative  that  a thorough  analysis  of  this  concept 
be  made  by  the  Director,  the  Superintendent,  and  the  Administra- 
tive Assistant  to  the  City  Manager. 


54.  That,  as  an  alternative  to  the  City  maintaining  its  own 
garage  operations,  the  Director  explore,  with  the  assistance 
of  the  Administrative  Assistant  to  the  City  Manager,  the  concept 
of  entering  into  a contract  with  a local  or  area  garage  to 
maintain  and  repair  the  City's  vehicular  equipment.  Particular 
care  should  be  given  not  only  to  the  cost  of  this  service  but 
also  to  the  level  and  quality  of  service  that  could  be  provided 
and  the  cost  and  availability  of  repair  service  on  weekends 
and  after  regular  working  hours.  Unfortunately,  city  vehicles 
have  a way  of  needing  work  at  what  are  not  normal  working  hours 
for  private  garage  operations.  Working  with  the  American  Public 
Works  Association,  names  of  cities  which  are  approaching 
garage  operations  in  this  manner  or  which  have  tried  this 
approach  should  be  secured,  and  the  Director  should  check  with 
his  counterparts  on  the  success  or  failure  of  this  approach. 

A report  on  this  subject  with  recommendations  should  then  be 
given  to  the  City  Manager  for  further  action. 


55.  That,  as  an  alternative  to  the  City  maintaining  its  own 
garage  operations,  the  Director  explore,  with  the  help  of  the 
Administrative  Assistant  to  the  City  Manager,  the  concept  of 
leasing  its  vehicular  and  construction  equipment  from  vehicle 
and  construction  equipment  leasing  companies.  Both  the  regular 
automobile  manufacturers  through  their  dealership  organization 
and  vehicle  rental  agencies  such  as  Ryder  and  Hertz  have  long 
term  leasing  arrangements  for  automobiles  and/or  trucks.  Major 
heavy  equipment  dealers  often  will  work  with  a customer  on 
leasing  construction  equipment.  Again,  particular  care  should 
be  given  not  only  to  the  cost  of  this  service,  but  also  to  the 
cost  of  repair  work,  the  nearest  point  repair  work  can  be 
accomplished,  and  the  availability  of  repair  service  on  weekends 
after  regular  working  hours.  A report  on  this  subject 
with  recommendations  should  be  given  to  the  City  Manager  for 
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further  action. 


56.  That  formal  policies  be  established  concerning  the  re- 
placement of  vehicles  and  heavy  equipment.  The  policies  should 
be  based  upon  mileage,  hours  of  engine  use,  total  time  in 
service,  or  a combination  of  these  factors.  A thorough  analysis 
of  the  operating  costs  of  vehicles  and  heavy  equipment  of 
various  types  should  be  made  by  the  Director  with  the  assistance 
of  other  key  employees  throughout  the  city  organization  to 
determine  the  best  measurements  for  replacement.  The  Director 
should  make  a report  on  this  subject  to  the  City  Manager  for 
further  action. 


57.  That  the  Public  Services  Director  and  Finance  Director 
review  and  analyze  the  usefulness  of  a vehicle  and  heavy 
equipment  depreciation/replacement  revolving  fund  to  see  if 
this  approach  to  financing  the  replacement  or  partial  replace- 
ment costs  of  heavy  equipment  and  vehicles  would  be  in  the  best 
interest  of  the  City.  The  Directors  should  make  a report  on 
this  subject  to  the  City  Manager  for  further  action. 


58.  That  the  Purchasing  Supervisor  and  the  Garage  Superin- 
tendent work  with  each  department  head  on  the  preparation  of 
specifications  for  new  vehicles  and  heavy  equipment,  and  that, 
before  they  are  sent  out  with  bid  requests,  the  City  Manager 
approve  the  specifications. 


59.  That  service  manuals  be  secured  for  all  existing  city 
vehicles  and  heavy  equipment.  When  new  vehicles  and  heavy 
equipment  are  purchased,  the  provision  of  service  manuals 
should  be  included  in  the  bid  specifications. 


60.  That  bid  specifications  for  vehicles  and  heavy  equip- 
ment should  require  that  the  successful  bidder  furnish  a 
qualified  serviceman  (and  for  heavy  equipment  a qualified 
operator)  to  acquaint  and  instruct  the  relevant  city  personnel 

upon  delivery. 


61  That  a procedure  be  established  whereby  the  Director,  the 
Garage  Superintendent,  and  the  Purchasing  Supervisor  go  over 
each  vehicle  or  piece  of  heavy  equipment  that  is  delivered  to 
the  City  to  assure  that  all  specifications  have  been  met  prior 
to  the  vehicle  or  heavy  equipment  being  operated  or  authoriza- 
tion for  payment  of  it  being  made. 


62  That  the  Garage  Superintendent,  the  Purchasing  Supervisor, 
and  the  relevant  department  head  or  his  representative  give 
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each  new  vehicle  or  piece  of  heavy  equipment  a performance 
test  before  operation  acceptance  and  authorization  for  pay- 
ment is  made,  such  testing  to  be  included  in  the  bid  invita- 
tion specifications . 


63.  That,  as  part  of  relevant  department  operations  manuals, 
there  be  a section  explaining  the  proper  operation  of  vehicles 
and  heavy  equipment.  This  section  should  include  the  provision 
that  each  employee  who  is  the  first  to  operate  a vehicle  or 
piece  of  heavy  equipment  each  day  be  required  to  give  the 
vehicle  or  piece  of  heavy  equipment  a pre-operational  check 
that  would  include  fluids , belts,  tires,  lights,  and  so  forth. 
Each  department  should  be  responsible  for  the  proper  supervision 
needed  to  enforce  this  section. 


64.  That  the  Director,  with  input  from  other  department  heads, 
should  develop  a policy  for  the  washing  of  vehicles  and  heavy 
equipment.  The  impact  of  unnecessarily  dirty  vehicles  and 
heavy  equipment  on  the  employees  and  the  general  public  is 
often  overlooked.  This  policy  should  be  reviewed  by  the  City 
Manager  and  disseminated  through  the  operations  manuals  of  the 
relevant  departments . 


65.  That  the  Director,  with  input  from  other  department  heads, 
develop  a policy  for  the  body  repair  and  repainting  of  vehicles 
and  heavy  equipment  by  private  sector  or  city  garage  personnel 
for  the  consideration  of  the  City  Manager.  Such  factors  as 
prevention  of  further  deterioration,  resale  value,  public 
relations,  and  employee  relations  should  be  considered  in  the 
development  of  this  proposed  policy  that,  upon  approval  of 
the  City  Manager,  should  be  disseminated  through  the  operations 
manuals  of  the  relevant  departments. 


66.  That,  at  such  time  vehicles  and  heavy  equipment  become 
snrp 1 us f they  be  declared  so  and  disposed  of  m the  manner  that 
will  be 7 most  beneficial  to  the  City  as  soon  as  possible. 

Surplus  equipment  takes  up  neeaed  room  and  gets  in  the  way. 

It  should  be  turned  into  additional  revenue  for  the  City  as 
soon  as  possible.  As  a rule,  vehicles  will  bring  the  City  more 
auctioned  by  the  City , while  heavy  squipment  will  bring 
the  City  more  if  traded  in. 


67  That  the  relevant  city  and  county  officials  get  together 
and  explore  the  establishment  of  a joint  modern  garage  facility 
for  the  maintenance  and  repair  of  all  city  and  county  vehicles. 
The  volume  of  vehicles  the  two  units  of  government  have  together 
would llStify  better  facilities  and  staffing  than  either  can 
iustifv  at  this  time.  Any  agreement  should  assure  the  City  of 
reasonable  control  of  services  needed. 
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Buildings  and  Grounds  Division 

68.  That  the  Parks  Section  and  the  Cemeteries  Section  of  the 
present  Streets  Department  along  with  the  City  Hall  Custodial 
Worker  be  combined  with  responsibilities  for  building  mainte- 
nance and  basic  building  repair  and  established  as  a separate 
Buildings  and  Grounds  Division  under  the  Public  Services  Direc- 
tor. This  will  allow  the  Street  Superintendent  to  concentrate 
his  efforts  on  street  system  maintenance  and  construction 
activities . The  Buildings  and  Grounds  operation  will  provide 
for  the  coordination  of  efforts  necessary  to  properly  take 
care  of  all  the  street  parkways,  beautification,  the  cemeteries, 
the  mowing  of  vacant  lots,  public  buildings,  and  future  recrea- 
tional facilities.  The  present  parks  foreman  position  should 
be  retitled  Buildings  and  Grounds  Superintendent  in  keeping 
with  the  broader  scope  of  responsibility. 


69.  That  written  operational  procedures  be  prepared  for  all 
the  different  repetitive  types  of  work  the  Buildings  and 
Grounds  Division  is  involved  in.  Such  procedures  should  be 
developed  by  the  Director,  the  Streets  Superintendent,  and  the 
Buildings  and  Grounds  Superintendent  and  presented  to  the  City 
Manager  for  his  approval.  Once  approved,  they  should  be 
inserted  in  the  Public  Services  Department  Operations  Manual. 


70.  That,  based  upon  the  prior  recommendation  and  past  records, 
a comprehensive  analysis  should  be  made  of  the  total  work  load 
of  the  Division.  Factors  for  one-time  and  seasonal  projects 
should  be  included  in  the  analysis.  Based  upon  this  analysis, 
the  existing  manpower  and  equipment  should  be  evaluated.  Any 
surplus  above  what  is  needed  in  the  fall,  winter,  and  spring 
period  should  be  transferred  as  needed  or  the  equipment  sold 
and  the  positions  removed  from  the  budget.  During  the  peak  man- 
power need  period  in  the  summer,  seasonal  employees  (high 
school  and  college  students)  should  be  used.  During  the  winter 
work  months  when  the  work  load  is  abnormally  light,  the  personnel 
not  needed  at  that  time  should  be  transferred  to  the  Public 
Works  Task  Force  for  temporary  reassignment  where  needed. 


71.  That  consideration  be  given  to  the  establishment  of  a 
perpetual  care  trust  fund  for  assisting  in  financing  the 
maintenance  of  the  cemetery  plots  purchased  in  the  future. 
Furthermore,  that  the  City  consider  getting  out  of  the  addi- 
tional cemetery  business  after  all  the  plots  in  the  sections 
now  developed  are  purchased.  Private  enterprise  has  taken  over 
this  service  in  many  parts  of  the  country. 


Water  and  Wastewater  Division 

72  That  the  present  Water  Department  become  the  Water  and 
Wastewater  Division,  with  the  Superintendent  reporting  to  the 
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Public  Services  Director. 


73.  That  the  best  qualified  employee  in  the  Water  and  Waste- 
water  Installation  and  Maintenance  Section  be  designated  as 
a Labor  roreman  so  that  the  Superintendent  can  devote  more 
time  and  effort  to  overall  supervision  of  the  Division  and  to 
additional  activities  discussed  below. 


74.^  That,  at  such  time  as  it  is  appropriate  to  conduct  the 
TV  inspection  of  the  City's  wastewater  collection  system  to 
determine  needed  repair  and  replacement,  the  City  contact  the 
larger  cities  in  the  state  to  see  about  making  arrangements 
to  utilize  their  TV  equipment  plus  an  equipment  operator  on 
a loan  for  pay  basis  rather  than  have  to  hire  a commercial 
firm  to  provide  the  service.  With  a minimum  of  training 
in  the  renter  city,  the  small  Oxford  crew  that  would  be  working 
with  it  should  be  able  to  master  the  operation.  The  same 
concept  should  apply  to  any  related  grouting  program  the  City 
may  need  to  enter. 


75.  That  the  Director  and  the  Superintendent  work  closely 
with  the  Community  Development  Director  on  a need  analysis  of 
and  the  inclusion  in  the  Long  Range  Capital  Improvements  Plan 
and  Budget  of  the  necessary  properly  sized  replacement  water- 
lines  or  installation  of  additional  waterlines  needed  to  assure' 
all  parts  of  the  City  of  proper  circulation  and  pressure. 


76.  That  the  Director  and  the  Superintendent  work  closely  with 
the  Community  Development  Director  on  the  inclusion  in  the  Long 
Range  Capital  Improvements  Plan  and  Budget  of  the  necessary 
replacement  of  wastewaterlines  needed  to  meet  state  and  federal 
requirements  on  inflow/inf iltration  control. 


77.  That  the  Director  and  the  Superintendent  work  closely  with 
the  Community  Development  Director  on  the  inclusion  in  the 
Long  Range  Capital  Improvements  Plan  and  Budget  on  the  addition 
or  necessary  replacement  of  wastewaterlines  and  pump  stations 
needed  to  adequately  serve  all  sections  of  the  City . 


78.  That  the  Water  Meter  Reader  and  the  Water  Meter  Reader 
Heiper  be  transferred  from  the  Water  and  Wastewater  Department 
to  the  Finance  Department  since  their  activity  ties  directly 
to  the  activities  of  the  Billing  Division  of  that  department. 


79.  That  consideration  be  given  by  the  Director  and  the 
Superintendent  to  rearranging  the  work  schedule  of  the 
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Wastewater  Treatment  Section  so  that  personnel  are  regularly 
available  to  check  the  three  waste  treatment  facilities  on 
Saturdays  and  Sundays.  By  rotating  the  staff  on  this  check 
duty  and  scheduling  the  minimum  number  of  hours  needed,  this 
weekend  duty  should  neither  be  burdensome  to  the  employees 
nor  reduce  the  productivity  of  the  weekday  work  force  to  any 
great  extent. 


80.  That  the  City  make  long  range  staffing  plans  to  meet  the 
early  1980's  staffing  requirements  of  the  state  and  federal 
governments  for  the  wastewater  treatment  facilities. 


81.  That  the  City  Manager,  the  Director,  the  Superintendent, 
and  the  Community  Development  Director  explore,  with  other 
municipalities  in  the  area  and  with  the  Council  of  Governments, 
the  formulation  of  a regional  wastewater  treatment  organization 
that  could  construct  a wastewater  treatment  plant  capable  of 
treating  the  wastewater  of  the  entire  area  in  a manner  that 
would  meet  the  present  and  future  requirements  of  the  state 
and  federal  governments.  Analysis  of  this  concept  could  prove 
out  that  it  would  be  less  expensive  for  the  City  of  Oxford  to 
approach  wastewater  treatment  from  this  point  and  continue  to 
make  debt  service  payments  on  existing  facilities  than  operate 
the  existing  local  system  at  the  level  that  is  to  be  required  by 
the  federal  and  state  governments  in  the  early  1980's. 


82.  That  the  sewer  use  ordinance  be  updated  to  take  into 
consideration  the  wastewater  source  problems  of  today  and  the 
wastewater  control  requirements  of  the  state  and  federal  gov- 
ernments. Special  consideration  should  be  given  to  ending  the 
exemption  of  industrial  customers  from  the  sewer  use  ordinance. 
It  is  the  City  that  the  state  and  federal  governments  hold 
responsible  for  violations  of  wastewater  control  regulations 
stemming  from  the  Oxford  wastewater  collection  and  treatment 
system.  Therefore,  the  City  should  use  every  means  possible  to 
meet  these  requirements  at  the  least  cost  to  the  City.  The 
federal  Environmental  Protection _ Agency  regulations  stipulate 
that  everyone  pay  their  own  way  in  the  wastewater  system, 
and  this  is  especially  true  for  industry.  Industry  is  required 
to  pay  surcharges  in  relation  to  special  wastewater  components 
and  component  levels.  Therefore,  it  is  recommended  that,  j_rom 
standpoint  not  only  of  sound  wastewater  management,  but 
also  in  accordance  with  federal  and  state  requirements,  the 
Sewer  Use  Ordinance  include  the  ability  to  charge  industry  on 

a surcharge  basis. 


83  That,  upon  the  amendment  to  the  Sewer  Use  Ordinance,  the 
Superintendent  under  the  supervision  of  the  Director  be  desig- 
nated the  Sewer  Dse  Control  Officer.  A program  of  sampling 
and  testing  potential  trouble  spots,  working  with  offenders  to 
overcome  their  problems  that  are  causing  the  City  problems,  and 
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administering  the  revised  ordinance  in  general  should  be 
formulated  by  the  City  Manager  and  the  Director. 


84.  That  automatic  sampling  devices  for  influent  and  effluent 
samples  at  the  wastewater  treatment  plans  be  considered  for 
installation  for  purposes  of  better  manpower  utilization  as 
soon  as  it  is  budgetarily  feasible  to  do  so. 


85.  That  the  compilation  of  a Procedures  Manual  for  the 
wastewater  treatment  operations  now  underway  is  commended. 

86.  That,  upon  the  regular  operation  of  the  Regional  Water 
System  and  the  resulting  reduction  of  the  Water  Treatment  Plant 
staff  to  one  operator,  the  occupants  of  the  other  six  positions 
be  considered  for  positions  in  the  Police  and  Fire  Departments 
in  keeping  with  the  recommendations  made  in  other  memoranda  of 
this  Study  Report.  One  additional  employee  should  be  trained 
as  a standby  Water  Treatment  Plant  Operator  and  obtain  the 
entry  grade  State  Water  Treatment  Plant  Operator  Certificate 

so  that  he  can  operate  the  water  treatment  plant  in  the  absence 
of  the  regular  Operator.  If  one  of  the  existing  Plant  Operator 
employees  who  will  be  transferred  has  an  operator’s  certificate, 
he  would  be  the  logical  candidate  for  this  position. 


87.  That  a Procedures  Manual  be  prepared  for  the  Water 
Treatment  Plant  operation  so  that  at  any  time  the  regular  opera- 
tor is  not  available  or  in  case  he  leavesi±s  employ  of  the  City, 
there  is  a manual  of  procedures  for  the  standby  Water  Treat- 
ment Plant  Operator  to  use. 


Note:  This  Memorandum  relates  directly  to  the  Memoranda  on 

the  City  Manager's  Office  Operations  - No.  1,  the 
Community  Development  Department  Operations  - No.  2, 
and  the  Finance  Department  Operations  - No.  3. 
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MEMORANDUM 


Date: 

To: 

From: 

Subject: 


October,  1976 

Mayor  and  City  Commission,  City  of  Oxford,  North  Carolina 
Lydens  Associates 

Recreation  Department  Operations  - Memorandum  No.  7 


Conclusions 


Recreation  operations  are  off  to  a good  start  in  Oxford. 

The  City  Commission's  decision  to  change  the  responsibilities 
of  the  Recreation  Commission  from  quasi-administrative  to 
advisory  is  sound  and  in  keeping  with  contemporary  municipal 
organization  and  management  concepts . 

There  is  a lack  of  knowledge  about  the  existence  of  the 
recreation  operation  in  Oxford. 

The  establishment  of  recreation  facilities  is  a vital  problem. 

The  recognition  of  the  County  as  to  its  relation  with  the 
City  regarding  the  recreation  program  for  the  greater  Oxford 
area  needs  to  be  worked  on  between  the  two  units  of  local  gov- 
ernment. 

There  are  other  organization  and  management  concepts  that  need 
to  be  considered. 


Recommendations 


1.  That  the  City  Manager's  Office  and  the  Recreation  Director 
work  on  improving  the  awareness  of  the  citizens  of  Oxford  to 
the  existence,  programs,  and  problems  of  the  Recreation  De- 
partment operation  through  the  use  of  feature  type  articles 
in  the  newspaper  along  with  news  talks  over  the  radio  station 
and  speaking  engagements  before  as  wide  a variety  of  audiences 
as  possible. 


2.  That,  on  an  intermediate  range  basis,  two  additional  staff 
personnel  be  added  on  a full-time  basis : a Recreation  Athletics 
Supervisor  and  a Recreation  Special  Activities  Supervisor.  This 
will  allow  the  City  to  expand  its  operations  from  the  standpoint 
- of  quantity,  quality,  and  variety;  give  the  Department  the  full- 
time basic  flexibility  that  is  needed  to  properly  plan,  imple- 
ment, and  supervise  a comprehensive  recreation  program  of  the 
nature  desired  by  the  City  of  Oxford.  Present  and  proposed 
organization  charts  of  the  Department  follow  this  memorandum. 
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3.  That  the^  use  of  individual  and  group  volunteer  services 
to  augment  the  full-time  and  part-time  staff  of  the  Recrea- 
tion Department  be  explored  as  a method  to  make  the  recrea- 
tion budget  dollar  go  as  far  as  possible.  While  this  approach 
is  used  to  some  extent  in  the  existing  athletics  programs, 
it  has  application  to  a wide  variety  of  recreation  special 
activities  also.  There  are  no  doubt  many  individuals  and 
organizations  in  Oxford  that  have  the  talent,  time,  and 
interest  to  provide  much  needed  instructional/supervisory 
service.  A concerted  effort  should  be  made  to  implement  this 
concept  after  the  Recreation  Director  has  carefully  analyzed 
his  needs  and  discussed  the  subject  with  the  City  Manager  and 
the  Recreation  Commission.  The  City  Manager's  Office,  the 
Recreation  Director,  and  the  Recreation  Commission  should  use 
the  news  media  and  talks  before  various  organizations  to  make 
the  volunteer  needs  known. 


4.  That  the  Recreation  Director  annually  prepare  a Goals  and 
Objectives  Report  to  the  City  Manager  as  soon  as  possible 
after  the  beginning  of  the  calendar  year  for  the  next  fiscal 
year.  Such  a report  would  help  the  Recreation  Director  and 
the  City  Manager  make  general  and  budget  management  decisions 
concerning  the  City's  recreation  activities. 


5.  That  all  municipal  revenues  received  by  the  Recreation 
Department  be  channeled  in  a fiscally  acceptable  manner  to 
the  Finance  Department  for  proper  accounting  and  depositing 
of  funds.  The  existing  bank  account  maintained  by  the  Recrea- 
tion Director  should  be  closed  immediately  and  the  balance  of 
funds  deposited  with  the  Finance  Director. 


6.  That  expansion  of  the  activities  of  the  Recreation  De- 
partment should  be  done  on  a planned  and  programmed  basis, 
based  upon  an  annual  needs  and  desires  survey  conducted  by  the 
Recreation  Department  with  assistance  from  the  Recreation 
Commission,  the  Community  Development  Department,  and  the 
City  Manager's  Office.  The  survey  should  be  conducted  as  soon 
as  possible  after  the  first  of  each  calendar  year.  The  results 
of  the  survey  should  be  analyzed  and  a report  made  to  the 
City  Manager" setting  forth  changes  or  additions  proposed  in 
the  activities  of  the  Department  for  the  coming  fiscal  year. 

The  City  Manager  in  turn  should  set  forth  his  reactions  to 
the  report  from  the  Director  so  that  both  persons  will  have 
golid  ground  on  which  to  base  general  and  budgetary  manage- 
ment decisions. 


7 That  the  Recreation  Director,  with  the  approval  of  the 
City  Manager,  explore  the  feasibility  of  establishing  a 
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j-oundation  to  be  known  as  the  Oxford  Recreation  Foundation  as 
a private  non-prof it  corporation  whose  main  purpose  would 
be  to  assist  the  City  in  financing  the  development  of  a sound 
comprehensive  recreation  program  for  the  citizens  of  Oxford. 
Many  individuals,  businesses,  and  corporations  would  be  in- 
terested in  donating  funds  to  the  Foundation  for  the  develop- 
ment of  the  recreation  operations  rather  than  have  the  City 
be  faced  with  the  alternative  of  having  to  raise  the  general 
fund  tax  rate  to  meet  the  current  and/or  long  range  needs  of 
the  recreation  services  in  Oxford. 


8.  That  the  Recreation  Director  and  the  Community  Develop- 
ment Director  explore  all  possible  state  and  federal  block 
grant  and  individual  grant  programs  offered  in  the  field  of 
recreation  that  the  City  of  Oxford  might  be  eligible  for. 
This  would  involve  time  and  effort  on  the  part  of  these 
individuals,  including  an  analysis  of  the  state  and  federal 
grants  handbooks. 


9 .  That  the  Recreation  Director  visit  other  municipal 
Recreation  Directors  in  the  State  to  discuss  and  observe 
programs  and  facilities  applicable  to  the  City  of  Oxford. 

One  man  is  not  going  to  have  all  the  answers  or  ideas.  This 
simple  and  reasonably  inexpensive  concept  could  be  very 
rewarding  to  the  City. 


10.  That  the  Recreation  Director  become  a member  of  his  national 
and  state  professional  organizations  and  participate  in  their 
relevant  activities  so  that  he  may  keep  abreast  of  new  de- 
velopments in  the  field  that  will  benefit  the  recreation  opera- 
tions of  the  City. 


11.  That  the  Recreation  Director  become  involved  in  all 
relevant  aspects  of  the  City’s  comprehensive  planning  including 
the  Community  Facilities  Plan,  the  Land  Use  Development  Plan, 
the  Long  Range  Capital  Improvements  Plan  and  Budget,  and  the 
Major  Thoroughfare  Plan.  This  will  be  beneficial  in  two  ways. 
The  decisions  made  in  these  plans  will  all  have  direct  effects 
on  recreation  operations  in  Oxford,  making  it  important  that 
the  Director  have  the  opportunity  for  input  and  reaction  to 
the  input  of  others  involved  in  the  plans.  Equally  important 
is  the  opportunity  for  the  Director  to  observe  why  it  is 
not  possible  for  the  City;s  comprehensive  planning  to  be 
based  primarily  on  recreation  needs. 


12.  That  the  Recreation  Director  become  involved  in  the 
present  and  future  annexation  studies.  Since  annexation  will 
have  varying  effects  on  the  programs  of  the  Department,  the 
Director's  input  will  have  significance. 
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13.  That  the  Director  have  input  into  subdivision  review 
procedure.  The  inclusion  or  lack  of  inclusion  of  land  for 
recreational  purposes  will  be  significant  to  the  existing 
recreation  operations.  The  input  .of  the  Director  can  save 
the . City  money.  - The  proper  decisions  at  the  time  of  the 
review  are  important  on  both  the  short  term  and  long  term 

bases  for  the  City,  and  it  is  important  to  have  all  relevant 
input . 


14 .  That  the  Director  have  input  into  rezoning  request  reviews . 
The  change  in  land  use  patterns  can  change  recreation  needs 
and  desires  in  the  community  as  a whole  and  in  the  various 
neighborhoods . 


15.  That  the  Recreation  Director,  Community  Development 
Director,  and  the  City  Manager,  with  assistance  as  needed 
from  the  City  Commission  and  the  Recreation  Commission,  pre- 
pare with  the  County  and  the  County  School  System  a joint 
long  range  recreational  facility  development  plan  for  the  school 
grounds  of  those  schools  in  and  adjacent  to  Oxford.  The  coop- 
eration and  development  accomplished  so  far  is  sound,  but  it 
should  be  carried  out  on  a complete  and  comprehensive  basis. 

Since  the  same  citizens  pay  taxes  for  city  recreation,  county 
services,  and  county  schools,  it  is  only  logical  to  explore 
an  approach  that  would  maximize  the  use  of  the  tax  dollar 
by  providing  facilities  serving  the  widest  variety  of  citizens 
for  the  greatest  amount  of  time.  School  grounds  recreational 
facilities,  properly  developed,  implement  this  approach.  The 
students  use  them  for  physical  education,  athletics,  and  informal 
activities  before  and  after  school  and  at  lunch  time.  The 
adults  can  make  use  of  them  along  with  the  children  during 
evenings , weekends , and  the  various  school  vacation  periods . 

This  concept,  which  has  been  used  in  many  cities  throughout 
the  United  States,  has  minimized  the  need  for  single  purpose 
recreational  facilities.  It  is  in  keeping  with  the  desire 
to  use  sound  management  approaches  in  managing  the  modern 
city.  Such  facility  development  should  be  included  in  the 
Community  Facilities  Plan,  the  Long  Range  Capital  Improvements 
Plan,  and  the  Land  Use  Development  Plan  components  of  the 
City's  comprehensive  plan. 


16.  That,  in  keeping  with  the  concept  of  the  prior  recom- 
mendation, the  programming  of  use  of  uhe  joint  facilities  be 
worked  out  in  an  objective  and  sensible  manner.  The  people 
own  the  facilities,  and  the  people  are  the  ones  who  wish  to 
use  the  facilities.  The  oftentimes  imaginary  ownership  of 
the  school  system  or  the  Recreation  Department  should  not 
interfere  with  the  maximum  use  of  uhe  facilities  by  the 
citizens.  Open  mindedness  and  imagination  will  go  a long 
way  in  scheduling  the  use  of  the  facilities. 
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17,  That,  in  keeping  with  the  joint  recreation  facility 
development  concept,  the  development  of  outdoor  facilities 
that  can  be  used  without  supervision  should  be  taken  into 
consideration.  A great  number  of  outdoor  facilities  can  be 
so  designed  that  they  can  be  used  with  no  or  little  super- 
vision. 


18.  That,  in  keeping  with  the  joint  recreation  facility 
development  concept,  the  use  of  land  for  passive  as  well 
as  active  recreational  pastimes  be  given  consideration. 


19.  That,  in  keeping  with  the  joint  recreation  facility 
development  concept,  the  proper  use  of  esthetics  be  kept 
in  mind  for  the  active  recreation  areas  as  well  as  the  passive 
recreation  areas  and  the  border  landscaped  areas.  Imagination 
can  produce  interesting  esthetics  without  damaging  the 
functional  use  of  the  facilities. 


20.  That  the  Director  work  closely  with  the  Police  Community 
Services  Lieutenant  to  program  recreation  activities  jointly 
and  to  implement  them  jointly,  with  the  goal  of  these  ac- 
tivities being  to  provide  recreational  services,  prevent 
crime,  and  build  respect  for  good  citizenship  and  support  of 
the  community. 


21.  That  the  Director  and  the  Community  Development  Director 
explore  the  use  of  recently  abandoned  school  facilities  for 
use  by  the  City  for  recreation  facilities.  Capital  outlay 
costs  for  proper  renovation  of  the  buildings  and  grounds  along 
with  projected  operating  expenses,  project  uses,  and  use  of  the 
facilities  should  be  included  in  a report  to  the  City  Manager. 
If,  after  his  review  and  analysis,  one  or  more  of  the  facilities 
are  found  to  be  feasible  for  development,  the  City  Manager 
should  so  recommend  to  the  City  Commission  for  its  considera- 
tion. If  the  City  Commission  approves  of  the  concept  of 
development  of  one  or  more  sites,  negotiations  with  the  County 
should  be  initiated  and  inclusion  of  the  facility  in  the 
relevant  comprehensive  plan  components  should  be  accomplished. 


22  That  the  Director  and  the  Community  Development  Director 
study  the  use  of  the  present  National  Guard  Armory  that  is 
to  be  phased  out  in  the  next  year  or  so  for  a central  recreation 
center  facility.  Capital  outlay  cost  for  the  proper  develop- 
ment of  the  building,  and  grounds  along  wiuh  projected  opera— 
tional  expenses,  uses,  and  use  of  the  facility  should  be 
included  in  a study  report  to  the  City  Manage^ . If,  a^ter 
hrs  review  and  analysis,  the  facility  is  found  to  meet  the 
needs  of  the  City  at  a reasonable  cost  for  improvements  and 
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operations,  the  City  Manager  should  so  recommend  to  the  City 
Commission  for  its  consideration.  If  the  City  Commission 
approves  of  the  project,  negotiations  with  the  State  should 
be  initiated,  and  the  project  should  be  inserted  in  the  rele- 
vant comprehensive  plan  components. 


23.  That  the  Director,  the  Community  Development  Director, 
and  the  Public  Services  Director  should  explore  the  fullest 
possible  use  of  Lake  Devlin  and  the  adjacent  municipal  property. 
Improvement  to  the  land  should  be  explored  along  with  -program 
possibilities.  A full  report  on  the  matter  should  be  sent 
to  the  City  Manager  including  projected  activities  and  utili- 
zation of . the  facility  along  with  capital  improvement  costs 
and  additional  operational  costs.  If,  after  his  review  and 
analysis , further  development  is  found  to  be  feasible  and 
logical  for  development,  the  City  Manager  should  so  recommend 
to  the  City  Commission  for  its  consideration.  If  the  City 
Commission  approves  of  the  project,  the  project  should  be 
scheduled  and  inserted  in  the  relevant  comprehensive  plan  com- 
ponents . 


24.  That,  in  order  to  make  recreation  facilities  and  programs 
available  to  the  greatest  number  of  citizens  possible,  the 
Director,  the  Community  Development  Director,  the  City  Attorney, 
and  the  School  Superintendent  explore  the  use  of  school  buses 
for  transportation  of  citizens  to  recreational  facilities  and 
programs  when  the  buses  are  not  being  used  for  school  purposes. 
This  concept  would  improve  the  utilization  level  of  existing 
vehicles,  improve  the  access  of  citizens  to  recreation  activities 
and  facilities,  and  overcome  the  need  to  develop  facilities 
and  activities  within  easy  access  of  every  citizen.  Federal 
and  state  grants  for  implementation  of  this  concept  should  be 
explored.  Any  legal  complications  should  be  looked  at  with 
a desire  to  overcome  them.  Innovative  concepts  often  require 
a reexamination  of  existing  relevant  law  and  the  objective 
changing  of  the  law  to  meet  a contemporary  need. 


25.  That  the  Mayor,  the  City  Commission,  the  City  Manager, 
the  Recreation  Director,  and  the  Community  Development  Director 
meet  with  relevant  Granville  County  officials  to  explore  the 
development  of  a countywide  recreation  program  with  the  County 
providing  its  fair  share  of  the  financing  initially  and  taking 
over  all  operational  and  fiscal  responsibilities  eventually. 


26.  That  the  Mayor,  the  City  Commission,  and  the  City  Manager, 
with  the  assistance  of  the  Recreation  Director  and  the  Com- 
munity Development  Director,  meet  with  other  local  government 
officials  in  the  Council  of  Governments  and  with  the  COG  staff 
to  explore  planning  and  development  of  recreation  activities 
and  facilities  on  a regional  basis. 
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27.  That  the  Recreation  Director  and  the  Finance  Director, 
under  the  direction  of  the  City  Manager's  Office,  research 
and  analyze  the  feasibility  of  providing  recreation  ser- 
vices to  persons  not  citizens  of  Oxford  on  a fee  basis  con- 
cept. This  is  one  approach,  although  not  as  good  as  others 
discussed  in  this  memorandum,  to  help  finance  recreation  for 
the  citizens  of  Oxford  on  a logical  basis. 


Note:  This  Memorandum  relates  closely  to  the  Memoranda  on 

the  City  Manager's  Office  Operations  - No.  1,  the 
Community  Development  Department  Operations  - No.  2, 
the  Police  Department  Operations  -No.  4,  and  the 
Public  Services  Department  Operations  - No.  6. 
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APPENDIX  A 


EMPLOYEE  EVALUATION  SYSTEMMFOR  the 
CITY  OF  OXFORD,  NORTH  CAROLINA 


1*  primary  use  of  the  Employee  Evaluation  System  should 

be  maximum  possible  employee  development.  It  should  be  used 
with  training/education  and  counseling  to  form  the  overall 
employee  development  program.  It  should  be  considered  a 
permanent  program  that  will  provide  tangible  and  intangible 
benefits  for  the  City. 


2.  The  seconday  uses  of  the  Employee  Evaluation  should  be: 

a.  Determination  of  merit  increase  qualifications, 

b.  Determination,  in  part,  of  promotional  decision 
making,  and 

c.  Determination,  in  part,  of  long  term  retention  of 
the  employee. 


3.  The  keys  to  making  an  employee  evaluation  system  work  are: 

a.  Orientation  of  the  employees  to  its  organizational 
and  individual  benefits; 

b.  Training  and  education  in  the  use  of  the  system 
procedures : 

(1)  The  continual  evaluation  of  an  employee  and 
the  necessity  of  keeping  written  notes  on 
the  employee's  performance  for  reference 
during  the  evaluation  process, 

(2)  The  evaluation  rating  process,  and 

(3)  The  employee  evaluation  review  conference; 

c.  Follow  up  by  the  City  Manager's  Office  in  programming 
the  necessary  counseling  and  training/education  for 
each  employee. 


4.  The  employee  evaluation  system  should  go  through  the 
following  development  steps : 

a.  Design  refinement, 

b.  Testing  at  senior  employee  level. 
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c.  Orientation  of  employees  to  purposes  and  procedures, 

d.  Use  by  other ' levels  of  employees  until  it  reaches 
the  lower  end  of  the  organization  structure. 


CITY  OF  OXFORD,  NORTH  CAROLINA 
EMPLOYEE  PERFORMANCE  EVALUATION  REPORT 


Date : 

Employee  Evaluated 
Department 


Reporting  Period  thru 

Class  Title 

Division 


Instructions 

1.  Keep  in  mind  the  subject  employee’s  Class  Description 
and  particular  position  duties  as  you  evaluate. 

2.  Do  not  compare  employee’s  performance  with  another  em- 
ployee as  you  evaluate. 

3.  Avoid  "halo"  (outstanding  single  good  or  bad  action  or 
impression)  effect  as  you  evaluate. 

4.  Carefully  weigh  your  evaluations;  take  your  time;  base 
them  upon  noted  activities  and  behavior.  You  do  not 
help  the  employee  by  over  or  under  evaluating. 

5.  Write  as  much  as  necessary  on  items  10,  11,  and  12. 

6.  Analyze  all  factors  carefully  before  giving  an  Overvall 
Evaluation  (Item  13).  Do  not  average  numerical  ratings. 


Legend 

Factor  Ratings:  0,1  (Unacceptable);  2,3,4  (Below  Standard); 

5 (Standard);  6,7,8  (Above  Standard);  9,10 
(Superior) ; NA  (Not  Applicable) ; NN  (Not 
Noted)  . 

Sub-Factor  Ratings:  A (Superior),  B (Above  Standard), 

C (Standard) , D (Below  Standard) , E (Unac- 
ceptable, NA  (Not  Applicable) , NN  (Not 
Noted) . 

Overall  Evaluation:  Same  as  Factor  Ratings. 
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Factors 

Sub-Factors 

1.  Quantity  of  Work 

Amount  of  work  performed 

Completion  of  work  on  schedule 

Extent  to  which  full  share  of  unit’s  work  is  done 

2.  Quality  of  Work 

Integrity  in  performing  duties 

Accuracy  in  performing  duties 

Neatness  of  work  product 

Thoroughness  of  work 

Organization  of  work 

Oral  expression 

Written  expression 

Accurate  analysis  of  work  situations 

Making  of  sound  decisions 

Reliability  of  work  results 

Compliance  with  work  instructions 

Attendance  to  details_ 

Interest  in  work 

Extent  to  which  work  is  thought  through 

to  which  employee  takes  other  unit  work 
into  consideration^ __ 

Dependability  of  Work 

Observance  of  work  hours 

Conscientious  use  of  work  txme 


3. 
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Factors 

Sub-Factors 

Attendance  on  job 

Ability  to  work  without  close  supervision 
Ability  not  to  repeat  mistakes 

4 . Work  Relationships 

Ability  to  relate  to  fellow  workers 

Ability  to  relate  to  superiors 

Ability  to  relate  to  subordinates 

Ability  to  relate  to  public 

Support  for  departmental  and  city  policies 

Respect  for  confidential  information 

5.  Adaptability  to  Work 

Acceptance  of  new  ideas  and  methods 

Ability  to  perform  in  changed  situations 

Ability  to  perform  in  unusual  or  emergency  situa- 
tions  

Ability  to  accept  additional  responsibility 

Ability  to  solve  problems 

Extent  to  which  employee  looks  for  better  ways  to 
do  things 

6.  Safety  and  Cost  Consciousness 

Observance  of  personal  safety 

Observance  of  safety  for  others 

Recognition  of  budget  limitations 

of  time  and  materials/supplies  cost 


Awareness 
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Factors 

Sub-Factors 

Awareness  of  equipment  including  operation  and 
maintenance  costs 

7 . Knowledge  of  Work 

Understanding  of  own  Class  Description 

Understanding  of  own  position 

Understanding  of  work  unit's  (crew,  platoon,  section) 
responsibility 

8.  Work  Responsibility 

Understanding  of  Division's  work  responsibilities 

Understanding  of  Department's  work  responsibilities 

Understanding  of  City's  work  responsibilities 

Willingness  to  improve  knowledge  through  extra  effort 

9 . Personal  Factors 

Appearance 

Physical  fitness 

Loyalty  to  City,  Department,  and  Division 

Self-discipline 

10.  Work  Unit  Supervision  and  Management 

Ability  to  manage  work  unit  time 

Ability  to  manage  subordinates 

Ability  to  delegate  authority 

Ability  to  originate  work  improvement  concepts 

Ability  to  give  clear  directions 


~ 
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Factors 


Sub-Factors 


Ability  to  maintain  work  unit  discipline 

Ability  to  develop  subordinates 

Ability  to  make  work  unit  decisions 

Ability  to  organize  and  plan 

Ability  to  lead  work  unit 

Ability  to  remain  objective  in  work  unit  decisions 


In  Items  11  and  12  list  and  comment  how  the  strongest  factors 
can  be  further  utilized  for  the  good  of  the  City,  the  work 
unit,  and  the  employee;  and  how  the  factors  needing  attention 
can  be  improved.  Carefully  think  through  these  points.  (Use 
additional  sheets  if  necessary.)  Remember  that  this  evaluation 
will  be  the  major  basis  for  discussion  with  the  employee. 


11.  Strongest  Factors  and  How  to  Maximize  Their  Use. 
(Mandatory  mention  of  9 and  10  ratings.) 
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12.  Factors  Needing  Most  Attention  and  What  Should  Be  Done. 
(Mandatory  mention  of  0 and  1 ratings . ) 


13.  Overall  evaluation  of 
justified  based  upon: 


is 


Evaluation  by__ 

Reviewed  by  employee 

Analyzed  by  Adm.  Asst. 


, Class  Title 


to  City  Manager 


,Date 
, Date 
,Date 
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SUMMARY  OF  INTERVIEWS  WITH  CITIZENS  ON  THE  IMAGE  OF 
MUNICIPAL  GOVERNMENT  IN  OXFORD,  NORTH  CAROLINA 


CITY  GOVERNMENT  IN  GENERAL 

Pretty  good,  fairly  well  operated.  Does  well  with  budget  it 
works  within.  Quite  impressive,  very  good.  Need  more  informa- 
tion on  what  is  going  on.  All  right.  Good  in  development  and 
redevelopment.  Doing  a fair  job.  Reasonably  satisfied.  Thank- 
less job,  but  some  employees  need  to  be  more  energetic.  Trying 
to  do  a good  job,  lacking  in  know-how  in  some  aspects. 


CITY  COMMISSION 


Pretty  bland.  Excellent,  willing  to  spend  money  objectively, 
and  responsive  to  the  City's  problems.  Fairly  conservative. 
Do  as  good  a job  as  can  be  expected. 


CITY  MANAGER 

Does  a good  job  of  promoting  the  City.  Goes  all  out  to  get 
industry.  He  is  eager  to  please.  Admire  greatly.  Does  a good  job, 
takes  care  of  problems  when  they  arise.  Does  a pretty  good  job. 
Doing  a good  job.  Has  been  fine.  Not  outgoing,  runs  a tight 
ship.  Really  dedicated.  Tries  to  stay  on  top  of  things. 


POLICE  DEPARTMENT 


Doing  a good  job.  Only  one  car  should  answer  calls  of  a minor 
accident  nature.  Cars  shouldn't  use  emergency  lights/sirens 
when  responding  to  non— emergency  calls • Enforces  the  law  equally . 
Polite  and  efficient.  Image  of  cars  and  uniforms  is  good. 

Has  good  public  relations  and  "esprit  de  corps".  Members  go 
out  of  way  to  be  helpful.  Need  for  proper  balance  of  white  to  black 
officers.  Doing  all  right.  More  foot  patrol  needed  in  CBD . 
Thankless  job.  Courts  need  to  coordinate  their  activity  more 
closely  with  the  Police  Department. 


FIRE  DEPARTMENT 

good.  Members  are  courteous.  Department  is  good,  especially 
the  volunteers.  Good  budget,  most  efficient.  Is  right  on  the 
job  and  very  dedicated.  Should  have  a second  hand  aerial  unit. 

Should  have  mutual  aid  agreements  with  rural  volunteer  fire 
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departments . Does  the  best  it  can.  Doing  a good  job.  No 
complaints.  One  of  best  volunteer  fire  departments  around.  Don't 
know  about  how  much  training  they  are  getting.  Don't  know  about 
apparatus  and  equipment  quality. 


RECREATION  DEPARTMENT 

Know  very  little  about  it,  except  that  churches  have  ball  teams 
and  other  organizations  sponsor  ball  teams.  Blacks  should  have 
access  to  a public  swimming  pool.  Presents  biggest  void  in 
community  services.  Need  swimming  pool  in  public  housing  area. 
Need  athletic  facilities  where  they  will  not  disturb  neighbors. 
Need  neighborhood  basketball  goals . Recreation  planning 
needed.  Need  Director  who  is  administrator.  Is  doing  an 
excellent  job  under  terrible  conditions.  Should  be  a county 
activity.  Hix  school  property  should  become  the  focal  point 
for  a central  recreation  complex.  Don'1 1 know  anything  about 
it.  It's  all  right,  has  improved  in  last  two  years.  More 
recreation  activities  are  needed.  The  City  doesn't  have  any 
recreation.  Don't  know  enough  about  the  recreation  program  to 
comment.  Know  nothing,  personally.  Supports  little  leagues 
and  other  leagues.  It  is  necessary,  but  not  to  the  degree  exer- 
cised. County  people  use  city  program.  Problem  is  money. 

Doing  all  that  can  be  done  with  the  money  available.  Tennis 
program  strong;  good  softball  program.  There  is  a lack  of  help. 


PUBLIC  SERVICES  OPERATIONS 


Inspections 

Very  fair,  no  favors.  All  right.  Tremendous  job  by  Inspector. 
Inspector  goes  by  book.  More  emphasis  should  be  placed  on  minimum 
housing  code  enforcement.  Need  to  check  electrical  installations 
in  older  commercial  structures.  Inspector  does  a good  job. 

If  Inspector  passes  on  it,  it's  right. 

Streets 

Too  many  personnel  are  assigned  to  do  a particular  job;  two 
work  while  six  are  standing  around.  Good.  Appears  to  be  all 
right;  quick  response.  There  is  slack  in  labor  productivity. 
Potholes  need  to  be  taken  care  of.  Supervision  could  be^im- 
^ Need  to  repair  some  ox  the  streets . Fair  ^ob  within 
budget]  Could  use  repaving.  Pretty  good  job.  Lax  in  repaving 
street  cuts.  Need  leadership. 

Water  and  Wastewater 

Too  many  personnel  are  assigned  to  do  a particular  job;  two 
work  while  six  are  standing  around.  Good.  Maintenance  excellent. 


' 
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Trucks  creep  along.  Meter  Reader  doesn't  need  helper.  May 
have  too  many  personnel  in  wastewater  treatment  operation. 

Seems  to  be  adequate.  Fine.  Doing  a good  job.  Street  cuts 
repaving  is  delayed  too  long.  No  leadership.  Wastewater  treat- 
ment is  poor.  Water  treatment  is  good.  Installation  and  mainte- 
nance is  good. 

Refuse  Collectors 

Present  contract  is  a blunder;  contract  period  is  too  short  for 
new  company  to  afford  initial  capital  outlay  requirements. 
Collections  are  not  up  to  snuff.  Commercial  collection 
dumpster  boxes  not  replaced  in  proper  position.  Boxes  are 
not  cleaned  properly.  City  residential  trash  collection  is 
substandard;  missed  and  left  at  curb  too  long. 


ANNEXATION 


Right  areas  would  be  all  right.  Is  good  idea.  There  are 
people  just  outside  city  limits  who  are  receiving  city  ser- 
vices. Very  interested  in  such  a program.  Feel  Industrial 
Park  area  should  be  annexed.  Would  be  a good  idea  if  financing 
can  be  arranged.  Only  course  to  take.  City  needs  to  stay  like 
it  is.  Annex  only  if  revenue  received  will  be  greater  than 
expenditures  that  will  need  to  be  made.  Annex,  if  it  is  fair. 
Favor  taking  in  some  of  residential  areas.  Don't  know  if  any 
promises  were  made  by  the  City  not  to  annex  Industrial  Park 
area.  Adjacent  areas  should  be  annexed.  The  annexation  of  the 
Industrial  Park  would  be  equitable.  Any  promises  for  no  annexa- 
tion of  the  Industrial  Park  should  be  checked  out.  Don't  want 
to  jeopardize  the  opportunity;  to  attract  additional  industries 
to  the  Industrial  Park,  but  the  industries  in  the  Industrial 
Park  should  pay  their  proportionate  part  for  city  services . 

It  would  be  advantageous  to  take  in  residential  areas. 


